LESSON  NO.  1 


SECTION  II. 


BOOK-KEEPING  AND  BUSINESS  FORMS 


Correspondence  Departm 

« 

Central  Business  College,  Toronto 


W.  H.  SHAW,  Principal. 


DRAFTS. 


A draft  is  a written  order  directing  a second  party  to  pay  a specified 
sum  of  money  to  a third  party,  within  a stated  time. 

It  was  called  into  use  through  debtors  residing  in  distant  places,  and 
it  obviates  to  a large  extent  the  expense,  inconvenience  and  risk  of  send- 
ing money  from  place  to  place. 

As  a general  thing,  there  are  three  parties  interested  in  each  draft 
issued.  The  first  party,  who  writes  up  the  paper  and  directs  some  one 
to  pay,  is  called  the  Drawer.  The  second  party,  or  one  who  is  asked 
or  ordered  to  pay  is  called  the  Drawee.  The  third  party  is  the  one  in 
, whose  favor  the  draft  is  made  or  the  one  named  to  receive  the  money, 
and  is  called  the  Payee.  This  third  party  may  be  a private  individual 
or  merchant ; but  in  very  many  cases  it  is  some  chartered  bank  with 
which  the  Drawer  keeps  his  account. 

The  business  relation  which  usually  exists  between  the  three  parties 
is  as  follows  ; The  Drawee  owes  the  Drawer,  and  the  Drawer  owes  the 
Payee. 

By  adjusting  this  relation  and  so  cancelling  the  existing  debts  through 
using  the  draft  the  Drawee  gets  out  of  the  Drawer’s  debt  and  the  Drawer 
gets  out  of  the  Payee’s  debt. 

To  illustrate:  John  Smith,  of  London,  is  owing  Sam.  Jones,  of 
Toronto,  $600,  due  in  60  days.  Jones  is  owing  William  Brown,  of 
London,  a similar  amount,  due  in  60  days.  To  save  Smith  the  ex- 
pense and  risk  of  sending  the  Cash  to  Toronto,  and  to  save  Jones  a 
similar  risk  and  expense  of  sending  it  back  to  London  to  Brown,  Jones 
simply  draws  a draft  on  Smith,  or  writes  out  an  order  on  him,  directing 
him  to  pay  this  amount  of  indebtedness  over  to  Brown.  The  general 
form  of  a draft  is  as  follows  : 


100 


i 


A\'hen  this  draft  is  written  out  by  Jones  he  mails  it  to  Brown,  who 
presents  it  to  Smith  at  his  office  in  London.  If  Smith  agrees  to  the 
conditions  of  thd  order  he  will  indicate  his  agreement  by  writing  across 
the  face  of  the  draft  his  acceptance  as  follows  : 


yr /C,  '/ 9 . . 

SjCC.CC.  y/cfyj  rf^/ey  y/a/f  ^ cyc/cy 

Y 



100 

ua  /ac  yccce  y/  yf)ic/  c/tyt'yyy  /y  j?i  iy  yfccy  ff?i/. 

^0  John  ^mith,  (g^q.,  ^ 

iConbon,  (!)nt.  ^z/ye /Jiffcr  /y?fyJ. 


The  order  is  then  changed  from  a draft  into  an  acceptance.  It  be- 
comes Smith’s  legal  promise  to  pay,  and  is,  therefore,  a negotiable  paper, 
the  same  as  a promissory  note.  Brown  resumes  possession  of  it,  and 
when  it  becomes  due  he  collects  it,  as  he  would  a simple  promissory 
note. 

Now,  when  Jones  wrote  out  the  draft  and  sent  it  to  Brown  he  made 
this  entry  : 


Brown,  T)r S-'>(in.  diecause  .loiies  has  transferred  vahie  to  Brown,  on  account.) 

To  iSniitli,  Cr ."lon.  iB>ecause  Smith  .uets  out  of  Brown  s debt  hy  honoring  the  draft.) 


When  Smith  accepted  the  draft  and  gave  it  back  to  Brown  he  made 
this  entry  : 


.Tones.  Dr s.">i)0.  iBecau.se  Smilli  gets  out  of  .Jones's  delit.) 

To  Bills  Payable....  501).  (Because  Smith  issues  his  luomise  or  agreement  to  pay.) 


When  Brown  receives  the  paper  with  Smith’s  name  across  the  face  of 
it,  he  says  “ Now  I have  Smith’s  acceptance  on  hand,  in  settlement  of 
Jones’s  debt  to  me.”  His  entry  is  : 


B.  Rec.,  Dr S.jOi).  (Because  acceptance  in  Brown's  favor  is  received.) 

To  .Tones 500.  (Because  .Tones  has  given  value  on  acct.) 


With  reference  to  time.  Drafts  are  drawn  in  three  ways  ; — (a)  After 
date.  (6)  After  sight,  (c)  At  sight.  In  the  first  two  cases,  when  ac- 
cepted, they  become  Bills  Rec.  and  Bills  Pay.;  in  the  third  case,  they 
are  treated  as  Cash. 


The  following  Set  is  intended  to  exemplify  the  theory  and  use  of 
drafts  from  a business  standpoint.  The  student  is  recommended  to 
examine  carefully  the  business  relation  existing  in  each  case  where  a 
draft  is  used,  and  to  note  how  this  relation  is  effected  through  the  nego- 
tiation of  a draft. 

MEMORANDA  FOR  JANUARY. 

The  student  will  assume  sole  Proprietorship  and  conduct  a Tea  and 
Coffee  Business,  investing  the  following  Resources  and  owing  the  fol- 
lowing Liabilities  : 


RESOURCES. 

On  deposit  in  Molsons  Bank  (Debit  Cash),  no  Bank  Acct.  in 


Ledger I3500.00 

Store  and  Lot,  No.  186  Yonge  St.,  valued  at 5000.00 

Bennett  Bros.,  Hamilton,  owe  on  acct 500.00 

Geo.  H.  Crowe,  Guelph,  owe  on  acct.  . 680.50 

Perry  Y Small,  Brantford,  owe  on  acct 8 1 6.88 

Chas  L.  ^Vood,  City,  owes  on  acct 450.00 


UABILITIES. 


Cole  cY  Dent,  Guelph,  due  them  on  acct $1500.00 

G.  B Merritt,  Hamilton,  due  them  on  acct 1675.25 


I.  Bought  of  Lannin  Dent  & Co.,  Montreal,  on  account,  at  60  days, 
the  following  invoice  of  goods  received  this  day  by  C.  P.  R. 
freight  line:  20  hf.  ch.,  1,000  lbs..  Oolong  Tea;  20  hf.  ch. 
1,400  lbs.,  Y.  H . Tea;  30  hf.  ch.,  2,250,  lbs.  Japan  Tea;  10 
hf.  ch.  600  lbs.  English  Breakfast  Tea ; 50  mats  3,750  lbs. 
Java  Coffee  ; 10  bags,  1,250  lbs.,  Maracaibo  Coffee;  10  bales 
1,500  lbs..  Mocha  Coffee  ; 15  bags,  1,875  ^t>s.,  Rio  Coffee. 
(See  Price  List,  at  end  of  Set.  Rule  up  and  show  neat  and  cor- 
rect copy  of  invoice.) 

3.  Sold  Geo.  Crowe,  Guelph,  on  account,  at  15  days,  5 hf.  ch.,  375 
lbs.,  Japan  Tea ; 5 hf.  ch.,  350  lbs.,  Y.  H.  'Pea;  10  mats,  750 
lbs.,  Java  Coffee;  5 bags,  625  lbs.,  Rio  Coffee.  (Show  invoice.) 

II  Drew  a sight  draft  on  Bennett  Bros.,  Hamilton,  and  remitted  same 
to  G.  B.  Merritt,  to  apply  on  account,  $500.00 

Write  uj),  in  proper  form,  on  foolsca[)  jraper,  the  draft  called  for 
above,  after  which  make  the  entry  for  the  transaction  in  your  journal. 


Write  u[),  in  like  manner,  all  of  the  drafts  where  directed  to  do  so,  and 
after  completing  the  work  of  the  month,  present  your  books,  together 
with  the  drafts  and  other  forms,  to  the  teacher,  for  approval. 

I 

5.  Received  cash  of  Chas.  L.  Wood,  to  apply  on  account,  $200  00. 

6.  Accepted — payable  at  Molsons  Bank — Cole  & Dent’s  draft,  dated 

July  3,  at  10  days’  sight,  favor  W.  S.  Harper,  $356.80.  (Write 
the  draft,  including  acceptance.) 

6.  Paid  W.  J.  Gage  it  Co.’s  bill  for  office  books,  furnished  Jan.  ist,  in 
cash,  $35.00. 

8.  Sold  John  Gibson,  Cit)’,  for  cash,  2 hf.  ch.,  100  lbs..  Oolong  Tea; 
I hf.  ch  , 70  lbs  , Y.  H.  Tea  ; 2 bales,  300  lbs..  Mocha  Coffee. 

8.  Deposited  cash  in  Molsons  Bank,  $200.00. 

9.  Received  of  Perry  & Small,  Brantford,  to  apply  on  account,  their 

draft,  $300.00,  dated  Jan.  5,  at  60  days  from  date,  on  Ruther- 
ford & Marshall,  this  city,  in  my  favor,  which  the  drawees  have 
I this  day  accepted,  payable  at  Traders  Bank.  (Wiite  the  draft, 

including  acceptance.) 

TO.  Bought  of  The  Taylor  Safe  Co.,  a safe  for  office,  $250.00.  Paid 
for  same  by  check  on  Molsons  Bank. 

k 

' M Drew  a draft,  at  30  days  from  date,  on  (jco.  H.  Crowe,  favor  of 
Cole  ife  Dent,  Guelph,  for  $680.50,  and  remitted  it  to  them  to 
apply  on  account,  less  33  days’  discount. 

10.  Sold  Bennett  Bros.,  Hamilton,  on  account,  at  30  days,  1,0  hf.  ch. 
700  lbs.,  Y.  H.  Tea;  10  hf  ch  , 750  lbs.,  Japan  Tea;  20  mats 

T,5oo  lbs..  Java  Coffee;  5 bags,  625  lbs.,  Maracaibo  Coffee. 

1 ■ ' • • 

+ M Paid  G.  B.  Merritt’s  sight  draft  on  me,  dated  Jan.  8,  in  favor  of 
I Tandy  & Bell,  by  check  on  Molsons  Bank,  $250.00. 

j 12.  Bought  of  Fennell  White,  City,  on  account,  at  30  days,  20  hf. 

ch.,  1,400  lbs,  Y.  H.  Tea;  10  hf.  ch  , 600  lbs,  E.  B.  Tea;  10 

• bales,  1,500  lbs..  Mocha  Coffee  ; 10  bags,  1,250  lbs.,  Maracaibo 

1 

i Coffee.  (Show  invoice.) 

i 

' 13.  Accepted — payable  at  Molsons  Bank — Lannin,  Dent  d:  Co.’s  draft, 

in 

; $475.50,  dated  Jan.  10,  at  45  days’  sight,  in  favor  of  themselves, 

I and  transferred  by  full  endorsement  to  Wm.  B.  Anderson. 

I (Write  the  draft,  including  acceptance  and  endorsement.) 

I II  Paid  J.  it  J.  O’Malley’s  bill  for  office  furniture,  by  check  on  Mol- 
son’s  Bank,  $200.00. 

15.  Sold  Hamilton  & Bell,  Collingwood,  5 hf  ch.,  250  lbs,  Oolong 
Tea  ; 10  hf  ch.,  750  lbs.,  Ja[ian  Tea;  10  mats,  750  lbs.,  Java 
Coffee. 


Rec.  cash  for  one-half  the  invoice  ; balance  on  account,  30  days 

15.  Drew  from  the  business  for  private  use,  $100.00,  by  check  on 

Molsons  Bank. 

16.  Drew  a draft  at  30  days  from  date,  on  Bennett  Bros  , Hamilton,  in 

favor  of  myself,  for  the  amount  of  the  invoice  sold  them  on  the 
loth  inst.  Discounted  the  draft  at  Molsons  Bank  and  received 
credit  for  same,  less  33  days’  discount.  (Write  the  draft,  in- 
cluding endorsement.) 

17.  Prepaid  Lannin,  Dent  it  Co.’s  draft,  I500.00,  dated  Jan.  15,  at  45 

days’  sight,  favor  of  J.  R.  Green,  City,  less  48  days’  discount,  by 
check  on  Molsons  Bank. 

18.  Sold  Perry  & Small,  Brantford,  on  account,  at  10  days,  10  hf.  ch. 

700  lbs.,  Y.  H.  Tea;  5 bags,  625  lbs,  Rio  Coffee;  10  mats 
750  lbs.,  Java  Coffee. 

. It  Received  of  Geo.  H.  Crowe,  Guelph,  in  full  payment  of  his  invoice 
of  Jan.  3,  a draft  drawn  by  the  Traders  Bank,  of  Guelph,  W.  A. 
Beers,  Cashier,  on  the  Traders  Bank,  of  Toronto,  in  my  favor. 
(Write  the  draft.) 

19.  My  acceptance  of  6th  inst.,  due  to-day,  has  been  paid  b>  Molsons 

Bank,  and  charged  to  my  account. 

*'  Deposited  in  Molsons  Bank  the  draft  on  I'raders  Bank,  received 
on  the  i8th  inst. 

20.  Rutherford  & Marshall  prepaid  their  acceptance  of  9th  inst.,  in 

cash,  less  discount  to  maturity,  48  days. 
ti  Bought  of  Lannin,  Dent  cfe  Co.,  Montreal,  on  account,  at  60  days, 
the  following  invoice  of  goods,  received  this  day  by  C.  P.  R. 
Ireight  line  : — 40  mats,  3,000  lbs.,  Java  Coffee;  20  bags  2,500 
lbs.)  Rio  Coffee;  10  bales,  1,500  lbs..  Mocha  Coffee;  10  hf. 
ch.,  600  lbs.,  E.  B.  Tea  : 20  hf.  ch.,  1,500  lbs.,  Japan  d'ea. 
(Show  invoice.) 

22.  Received  of  Perry  & Small,  for  credit,  their  draft — ^$516.88,  in  my 

favor,  dated  Jan.  12th,  at  60  days  from  date,  on  Fennell  S: 
White,  this  city.  Passed  the  draft  to  Fennell  cY  Wdiite  to  apply 
on  account,  less  33  days’  discount. 

( H KM. \IIK.— Thirty  days  of  tlio  time  on  t his  draft  art'  offset  hy  the  tiiiiit  on  K.  A W.’s  iux'oiee  of  Jan.  12.  | 

M Deposited  cash  in  Molson’s  Bank,  S500.00. 

23.  Sold  Bennett  Bros.,  Hamilton,  on  account,  at  30  days,  10  mats 
750  lbs,,  Java  Coffee  ; 5 bales,  750  lbs..  Mocha  Coffee  ; 5 hf. 
ch.,  375  lbs.,  Japan  'Tea. 

Prepaid  my  acceptance  of  the  13th  inst,  favor  of  Whu.  B.  Ander- 
son, by  check  on  Molsons  Bank,  less  discount,  36  days. 


25- 


26.  Received  of  Chas.  H.  Wood,  cash  to  apply  on  account,  Itco.oo. 

27.  Sold  to  Geo.  H.  Crowe,  Guelph,  on  account,  at  30  days,  5 hf.  ch. 

300  lbs.,  E.  B.  Tea;  5 bags,  625  lbs.,  Rio  Coffee;  10  mats, 
750  lbs.,  Java  Coffee. 

29.  Drew  a sight  draft  on  Perry  & Small,  Brantford,  for  invoice  of  Jan. 
1 8th,  in  favor  of  myself,  and  deposited  same  in  Molsons  Bank, 
receiving  credit,  less  bank’s  charges  for  collection.  J per  cent. 
(Open  an  account  with  “ Collection  and  ExchaiigeP) 

29.  Paid  C.  P.  R.’s  freight  bills  for  the  month,  in  cash,  $11.65. 

30.  Accepted — payable  at  Molsons  Bank,  Cole  &:  Dent’s  draft,  $300.00, 

dated  Jan.  26th,  at  10  days’  sight  in  favor  of  R.  Kincade,  City. 
M Deposited  cash  in  Molson’s  Bank,  $100.00. 

31.  Received  of  Hamilton  & Bell,  Collingwood,  for  amount  due  on  in- 

voice sold  them  Jan.  15th,  their  draft  dated  Jan.  27th,  at  15 
days’  sight,  in  our  favor,  on  D.  B.  Fraser,  of  this  city,  which  the 
drawee  has  this  day  accepted,  payable  at  Merchants  Bank  of 
Canada. 

31.  The  valuation  placed  upon  the  Store  and  Lot,  the  ist  inst.,  being 
$500.00  too  high,  have  made  an  entry  correcting  the  same. 

31.  Paid  Employees’  salaries  for  the  month,  in  cash,  $125.00. 


EXPENSE. — Office  Safe,  $250.00;  Office  Books,  $35.00;  Office  Fur- 
niture, $200.00.  Total,  $485.00. 

REAL  ESTATE. — Store  and  Lot,  $4500.00. 

You  will  now  post.  Give  Cash  25  lines;  Mdse.,  20  lines;  Bills  Pay- 
able, 10  lines  ; Bills  Receivable,  10  lines;  Discount,  12  lines;  and  to 
all  other  accounts  10  lines  space  each.  After  completing  the  posting, 
make  out  a Balance  Sheet,  and  c’ose  the  accounts  in  full. 


INVENTORIES,  JANUARY  31,  19.... 


imerchandisf:. 


I 20  mats,  1500  lbs.,  Java  Coffee. 

I 15  bags,  1875  lbs.,  Maracaibo  Coffee. 
I 23  bales,  3450  lbs.,  Mocha  Coffee. 

I 20  bags,  2500  lbs.,  Rio  Coffee. 


25  hf.ch. , 1 500  lbs. , English  Breakfast  Tea. 
20  hf.  ch.,  1500  lbs.,  japan  Tea. 

13  hf.  ch.,  650  lbs.,  Oolong  Tea. 

14  hf.  ch.,  980  lbs.,  Young  Hyson  Tea. 


BUYING  PRICE  LISTS  FOR  JANUARY. 


DESCRIPTION. 

QUANTITY. 

No.  1. 

2. 

3. 

4. 

0. 

Tea. 

Japan 

75  lt>. 

Hlf.  Ch._.  . 

25c.  lb. 

30 

27 

25 

20 

Oolong 

50 

II 

ii  II  . . . 

45c.  lb. 

50 

45 

40 

45 

Young  Hyson 

70 

II 

II  II  ... 

SSjic.  lb. 

33>^ 

30 

28 

25 

English  Breakfast.. 

60 

II 

II  II  . . 

30c.  lb. 

32 

28 

25 

24 

Coffee. 

Rio '. 

125 

r 1 

T 2-|c.  lb. 

16^ 

15 

12I 

14 

J ava 

75 

r 1 

Mat 

20c.  lb. 

25 

20 

18 

^^25 

Mocha 

150 

1 1 

Bale 

25c.  lb. 

30 

25 

22 

*28 

Maracaibo 

125 

II 

Bag 

c^ 

p 

1 5 

14 

1 2 J 

16^ 

SELLING  PRICE  LISTS  FOR  JANUARY. 


DESCRIPTION. 

QUANTITY. 

So.  1. 

0) 

a. 

1 

0. 

Tea. 

Japan  

75 

lb.  Hlf.  Ch.  . . 

30c.  lb. 

33/^ 

30 

28 

25 

Oolong 

50 

II  II  II  . , 

50c  lb. 

55 

50 

50 

55 

Young  Hyson 

70 

II  M II  . . . 

40c.  lb. 

37J 

35 

33j"3 

30 

English  Breakfast  . . 

60 

II  II  II  . . . 

37.Jc.lb. 

35 

33/3 

30 

28 

Coffea. 

Rio 

125 

II  Bag 

15c.  lb. 

20 

18 

16^ 

18 

[ava 

75 

II  Mat 

25c.  lb. 

30 

25 

2 2 

28 

Mocha 

150 

1 Bale 

30c.  lb. 

T I '5 

00/ 

30 

25 

33 '3 

Maracaibo 

125 

II  Bag 

20c.  lb. 

20 

t8 

1 6 2 3 

20 

LESSON  NO.  2-SECTION  II. 


Correspondence  Department 

CENTRAL  BUSINESS  COLLEGE 

Book-keeping-  and  Business  Forms 

In  these  Sets  the  Cash  Book  and  Bill  Books  are  to  be  kept  with  the 
[ournal  Day-Book  as  books  of  original  entry  The  posting  is  to  be  done 
at  the  end  of  each  month,  and  a complete  Plalance  Sheet  made  in  each 
case.  No  bank  account  kept  in  Ledgrr. 

MEMORANDA  FOR  APRIL  AND  MAY. 

April  1.  Student  and  \\k  H.  Shaw  form  a partnership  to  conduct  a Car- 
pet business,  'bhey  invest  ec[ual  amounts  and  share  gains  and 
losses  ecjually.  Student  is  to  receive  8100  per  month  as  salary 
for  extra  services.  (Memo,  in  Day-Book.) 

The  Cash  investment  of  each  partner  is  $1,500.  TTe  amount 
is  paid  in,  and  Articles  of  Partnership  executed  this  day. 

(Memo,  for  this  .Tnd  every  transaction  in  Day-Book,  but  journalized  this 
item  is  entered  in  C.  15.  Stvulent  will  secure  practice  form  of  Articles  of 
Partnership  and  write  them  up  properly.) 

[Note  TO  Student. — In  opening  your  Cash-Book,  leave  the  first  page  l)lank 
and  commence  on  the  second  page,  so  that  the  receipts  and  disbursements 
will  appear  on  opposite  pages.] 

2.  Bought  of  J.  McDonald  N:  Co.,  I'oronto,  on  account,  500  yds.  Mo- 

quette  ; 500  yds.  Body  Brussels  : 1,000  yds.  Ingrain  i;ooo  }ds. 
Matting  ; 2,000  yds.  Lining. 

3.  Sold  j.  & J.  O’Malley,  on  account,  200  yds.  Body  Brussels  ; 100  yds. 

Moquette  ; 400  yds.  Ldning, 

4.  Paid  J.  McDonald  A”  Co.,  cash,  to  apply  on  account,  $500.00. 

5.  Bought  of  D.  McLaren  & Co.,  Montreal,  on  account,  500  yds.  Tapes- 

try Brussels  ; 400  yds.  Axminster  ; 300  yds.  Wilton;  500yds. 
Oil  Cloth  ; 500  yds.  Linoleum. 

6.  Received  cash  of  J.  ct  J.  O’Malley,  on  account,  $200.00. 

8.  Sold  Jas.  R.  Brown,  City,  on  account,  200  yds.  Tapestry  Brussels; 

TOO  yds.  Axminster;  100  yds.  Whlton  ; 200  yds.  Oil  Cloth. 

9.  Received  of  J.  & J.  O’Malley,  on  account,  their  note  at  10  days, 

payable  at  Traders  Bank,  City,  $200.00.  (Memo,  in  D.  B. 
Enter  in 'Bill-Book  for  posting.) 

10.  Paid  Brown  Bros.’  bill  for  Office  Books,  in  cash,  $25.00. 

11.  Gave  J.  McDonald  & Co.  our  Note,  at  20  days,  payable  at  our 

office,  to  apply  on  account,  $500.00.  (Enter  in  B.  B.,  for 
posting.  (Memo  in  D.  Book.) 


12.  Received  cash  of  J.  R.  Brown,  on  account,  $200.00. 

13.  Sold  Adams  & Co.,  City,  on  account,  100  yds.  Moquette  ; 200  yds. 

Matting  ; 100  yards  Tapestry  Brussels  ; 100  yds.  Linoleum. 

15.  Remitted  D.  McLaren  & Co,  Montreal,  cash,  on  account,  $200.00, 

by  Bank  Draft.  Exchange,  X%- 

16.  Sold  R.  Potter,  on  his  note,  at  10  days,  payable  at  Molsons  Bank, 

with  interest,  100  yds.  Axminster  ; 100  yds.  Body  Brussels; 
100  yds.  Tapestry  Brussels. 

17.  W.  H.  Shaw  drew  cash  from  the  business,  for  private  use,  $50.00. 

18.  Sold  for  cash,  100  yds.  Matting;  50  yds.  Oil  Cloth. 

19.  Accepted  D.  McLaren  & Co.^s  draft  on  us,  favor  Bank  of  Montreal, 

at  3 days’  sight,  payable  at  our  office,  to  apply  on  account. 
$1,200.00.  (Enter  in  B.  B.  for  posting.) 

20.  Received  cash  of  Jas.  R.  Brown,  on  account,  $100.00. 

ti  Sold  John  Irwin  & Son,  100  yds.  Tapestry  Brussels,  ; 300  yds. 

Matting  ; 200  yds.  Linoleum.  Received  cash,  $75.00.  Bal- 
ance on  account. 

22.  Received  cash  of  J.  & J.  O’Malley,  for  their  note  of  9th  inst.,  due 

to-day,  $200.00.  (Enter  in  C.  B.  and  B.  B.  for  posting.  Check.) 

23.  Bought  of  J.  McDonald  & Son,  City,  on  account,  400  yds.  Body 

Brussels;  300  yds.  Moquette;  200  yds.  velvet;  300  yds. 
Wilton  ; 200  yds.  Axminster. 

24.  Paid  cash  for  Coal,  for  use  in  store,  $15.00. 

24.  Sold  J.  R.  Brown,  on  account,  300  yds.  Ingrain  ; 200  yds. 

Moquette;  100  yds.  Wdlton. 

25.  Paid  our  acceptance  of  19th  inst.,  favor  Bank  of  Montreal,  due  to- 

day, in  cash.  (Enter  in  C.  B.  and  B.  B.,  for  posting.  Check.) 

26.  Received  of  Adams  & Co.,  City,  their  note,  at  60  days,  endorsed 

by  John  Bell,  payable  at  Bank  of  Toronto,  City,  in  full,  for 
invoice  of  the  13th  inst. 

27.  Paid  J.  McDonald  8:  Co.,  cash  on  account,  $500.00. 

(I  Sold  j.  & J.  O’.Malley  400  yds.  Moquette;  200  yds.  Body  Brussels; 

200  yds.  Linoleum.  Received  cash,  $400.00.  Balance  on 
account. 

29  Received  cash  of  R.  Potter,  for  his  note  of  i6th  inst.,  due  to-day, 
and  13  days’  interest  on  the  same.  (Enter  in  C.  B.  and  B.  B., 
for  posting.  Check.) 

30.  Remitted  I).  McLnren  & Co.,  Montreal,  our  note  at  15  days,  with 
interest,  payable  at  our  office,  to  apply  on  account,  $300.00. 
Student  drew  his  salary,  for  extra  sei vices  for  the  month,  in  cash, 
$ 1 00.00. 
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PRICE  LIST  FOR  APRIL 


Buying  Price. 

$2  oo  yd 

I lO  M 
O SlV2  " 

o o6  II 

0 67^  II 

1 25  II 

O 47  ri 
o II 

0 65  II 

1 12}^  II 

2 10  II 


Selling  Price. 

. ..Axminster .$2  50  yd. 

.Body  Brussels i 35  n 

. . . Ingrain o 75  " 

...  Lining o 10  n 

. . . Linoleum o 90  n 

...Moquette i 50  n 

Matting  (Cocoa)  o 60  n 

. . . Oil  Cloth o 50  II 

.Tapestry  Brus o 90  n 

. . . Velvet I 37i  " 

. . . . Wilton 2 65  II 


INVENTORIES,  APRIL  30,  19.... 


RESOURCE. 


MERCHANDISE 


fqoo  yds.  Axminster, 

400  II  Body  Brussels, 
1 700  II  Ingrain, 

[1,600  II  Lining, 


400  yds.  Matting, 
250  II  Oil  Cloth, 
200  II  Velvet, 
400  II  Wilton. 


LIABILITY. 


EXPENSE. — Rent  unpaid  for  month  of  April,  $100.00. 

You  will  now  balance  your  Cash  Book  and  post  the  Journal,  Cash 
Book,  and  Bill  Books. 

After  completing  the  posting,  make  a Balance  Sheet  and  close  the 
accounts,  showing  losses  and  gains. 
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SECTION  II. 


BOOK-KEEPING  AND  BUSINESS  FORMS. 

f 

Correspondence  •/  Department 

I 

Central  Business  College,  Toronto 

W.  H.  SHAW,  Principal. 


This  is  a continuation  of  the  preceding  lesson  and  you  will  use  the 
same  books  of  account  and  add  the  work  of  this  Lesson  to  the  balance  I 
of  all  accounts  shown  in  your  ledger  for  April. 

May  I.  Partnership  is  dissolved  by  mutual  consent,  W.  H.  Shaw  retires 
. accepting  in  payment  Student’s  note,  endorsed  by  P.  McIntosh 
and  John  Kay  & Son,  drawn  at  2 mos.,  for  the  exact  amount 
of  his  present  worth,  as  shown  by  Ledger  Account.  (Memo, 
in  Day-Book  and  entry  in  B.  Book,  for  posting.) 

M 2.  Student  continues  business,  as  sole  proprietor,  and  sells  to  John  J 
Kay  & Son,  on  their  note,  at  10  days,  with  interest,  payable  at 
Merchants  Bank,  200  yds.  Body  Brussels;  100  yds.  Axminster;  | 
100  yds.  Velvet ; 500  yds.  Lining.  ^ 

3.  Received  cash  of  J.  & J.  O’Malley,  on  account,  I300.00. 

4.  Paid  note,  favor  J.  McDonald  & Co.,  due  to-day,  in  cash.  (C. 

and  B.  B.) 

n Bought  of  D.  McLaren  & Co.,  400  yds.  Tapestry;  300  yds. 

Moquette;  400  yds.  Linoleum.  Paid  cash  on  above,  $300.00. 
Balance  on  account. 

6.  Gave  J.  McDonald  & Son  note,  at  45  days,  to  apply  on  account, 

$500,00.  / 

7.  Sold  J.  & J.  O’Malley,  on  account,  100  yds.  Moquette;  300  yds. 

Ingrain  ; 500  yds.  Lining. 

8.  Adams  & Co.  prepaid  their  note  of  26th  ult.,  in  cash,  less  dis- 

count to  maturity,  51  days. 

ft 

9.  Received  of  James  R.  Brown,  his  note  at  60  days,  payable  at 

Imperial  Bank,  in  full  of  account. 

II  Took  out  a Policy  of  Insurance  on  Stock,  $2,500.00.  Paid 
premium  on  same,  in  cash,  $50.00. 

10.  Received  cash  of  John  Irwin  & Son,  on  account,  $200.00. 

11.  Sold  Adams  & Co.,  on  account,  200  yds.  Tapestry  Brussels;  100 

yds.  Axminster  ; 200  yds.  Wilton  ; 150  yds.  Oil  Cloth. 

14.  Bought  of  R.  Darling  & Co.,  Toronto,  on  account,  300  yds. 

Velvet ; 600  yds.  Body  Brussels. 

15.  Received  cash  of  John  Kay  & Son,  for  their  note  and  interest,  due 

to-day. 

16.  Paid  McDonald  & Co.,  cash,  on  account,  $800.00. 

17.  Received  of  J.  & j.  O’Malley  their  note,  at  to  days,  payable  at 

Traders  Bank,  to  apply  on  account,  $300.00. 

18.  Paid  my  note,  favor  of  D.  McLaren  & Co.,  due  to-day,  and  in- 

terest on  same,  in  cash,  when  presented  for  settlement  by 
Bank  of  Montreal,  here. 


i 


i8.  Paid  rent  of  store  for  April  and  May,  in  cash,  $200.00. 

20.  Accepted  D.  McLaren  & Co.’s  draft,  at  3 days’  sight,  favor  Bank 

of  Montreal,  to  apply  on  account,  $500.00. 

21.  Sold  J.  M.  Struthers,  on  account,  300  yds.  Body  Brussels ; 200  yds. 

Ingrain  ; 200  yds.  Matting. 

22.  Received  cash  of  John  Irwin  & Son,  on  account,  $100.00. 

24.  James  R.  Brown  prepaid  his  note  of  9th  inst.,  in  cash,  less  discount. 
M Sold  for  cash,  100  yds.  Body  Brussels. 

25.  Bought  of  U.  McLaren  & Co.,  on  account,  200  yds.  Axminster  ; 

500  yds.  Tapestry  Brussels. 

26.  Paid  acceptance,  favor  Bank  of  Montreal,  due  to-day,  in  cash. 

28.  Received  of  J.  M.  Struthers,  to  apply  on  account,  his  draft,  in  my 

favor,  at  30  days’  sight,  on  J.  Bastedo,  which  he  has  accepted, 
payable  at  Union  Bank,  City,  $300.00. 

29.  Sold  J.  Irwin  &:  Son,  on  account,  150  yds.  Velvet;  100  yds.  Wilton; 

50  yds.  Matting. 

" Paid  R.  Darling  &:  Co.,  cash  on  account,  $600.00. 

30.  Prepaid  my  note  of  6lh  inst.  favor  of  J.  McDonald  & Co.,  in  cash, 

less  discount. 

II  Received  cash  of  J.  & J.  O’Malley,  for  their  note,  due  to-day. 

31.  Paid  Employees’  salaries,  in  cash,  $10000. 

II  Store  and  contents  were  last  night  entirely  destroyed  by  fire.  Re- 
ceived cash  from  the  Lancashire  Fire  Insurance  Co.,  for  the  full 
amount  of  insurance  on  stock,  $2,500.00. 

You  will  now  balance  your  Cash  Book  and  post. 

After  completing  the  posting,  make  a Balance  Sheet  and  close  all 
the  accounts  in  the  Ledger. 

After  completing  the  work  of  closing  the  Ledger,  send  your  w^ork  to 
us  for  examination,  suggestion  and  approval. 

The  following  page  shows  ordinary  forms  of  Invoice  Book  and  Sales 
Book  such  as  you  will  use  in  the  next  lesson.  Study  the  forms  care- 
fully. 


FORMS  OF  RECORD  BOOKS  IN  GENERAL  USE. 

72  INVOICE  BOOK. 


Date 


Memoranda 


Credit  Accts. 


Sundries 


Totals 


June 


fi 


r? 


Bot.  of  Rice  Lewis  on  acct. , 
6o  days,  2%  10  days, 
goods  per  inv.  No.  i . . . . 

Bot.  of  Hart,  Dewar  & Cn., 
90  days,  2%  30  days, 
goods  per  inv.  No.  2 . . . . 

Bot.  of  Canada  Nail  Co., 
10  days,  per  inv.  No.  3.  . 

Bot.  of  Hart,  Dewar  & Co., 
90  days,  2%  30  da)s,  3% 
10  days,  per  inv.  No.  4.  . 


Eiart,  Dewar 

Canada  Nail  Co. . 
Hart,  Dewar  & Co. 


Nofe. — On  completing  a 
page  of  your  Invoice  Book, 
add  the  amounts  appearing 
in  the  total  column,  rule 
neatly,  show  fooling,  and 
include  the  amount  carried 
forward  in  the  addition  of 
the  Total  Column  of  your 
second  page. 


716 

468 

625 

738 


00 

75 

oo- 

75 


70  SAEES  BOOK. 


Derit  Accts. 


Sundries 


Totals 


June 


If 


2 


.Sold  E.  Laing,  Shakespear, 
on  acct. , 10  days  : 

2doz.  \V. \Vrenches@f  14  75 
3doz  A.  E Ham’ersC  5 75 

4 I.  C.  Freezers  (cr  5.00 

2 doz.  C.  S.  Axes  (m  12.50 
2UU  i'ob.  I).  Melul  (k,  0-15 

Sold  Barber  & Small,  on 

acct  , 10  days  : 

I doz.  Hand  Saws  (a  $18.00 

5 doz.  Knives  and 

Forks  @ 5 00 

5 doz.  B.  Knobs  1.25 

1 doz.  .Steelyards  (a  8.50 
100  lbs.  B.  Metal  (o  0.15 
4 U.  C.  Wingers  ((o,  5.50 


E.  Laing 


Barber  & Small 


29 

17 

20 

25 


18 

25 

6 

8 

15 

22 


50 

25 

00 

00 

00 


00 

00 

25 

50 

00 

00 


T2I 


$ 94 


75 


75 


No'J'E.  - On  completing  a 
page  as  illustrated  above, 
add  the  amounts  appearing 
in  the  total  column,  rule 
neatly,  show  footing,  carry 
total  to  the  following  page, 
and  include  the  amount  car- 
ried forward  in  the  addition 
of  vour  second  pane. 


LESSON  NO. 


SECTION  II. 


BOOK-KEEPING  AND  BUSINESS  EORMS. 


Correspondence  Department 

Central  Business  College,  Toronto 


W.  H.  SHAW,  Principal. 


HARDWARE  BUSINESS. 


In  the  work  for  this  Lesson  you  will  use  the  Cash  Book,  Bill  Books, 

Sales  Book,  Invoice  Book  and  Journal  Day-Book  as  books  of  original 
entry. 

The  Sales  Book  is  used  to  contain  all  items  which  should  go  to  the 
Credit  side  of  Mdse.  Acct.  The  totals  are  posted  to  Ledger  at  stated 
periods,  while  provision  is  made  for  carrying  the  separate  items  to  the 
Debit  of  their  respective  accounts. 

The  Invoice  Book  is  used  for  recording  all  items  which  should  go  to 
the  Debit  side  of  Mdse.  Acct.  The  totals  of  each  page  should  be  car- 
ried forward  and  posted  at  end  of  each  week  or  month  as  may  be 
selected,  while  the  separate  items  should  be  posted  to  iheir  respective 
accounts  each  day. 

The  Cash  Book  and  Bill  Books  have  been  explained  and  used  in  the 
preceding  work,  and  should  be  continued  throughout  this  business  free 
from  errors. 

The  following  prices  are  to  be  used  for  all  purchases  and  sales  : 


BUYING. 


AR'I  I CUES. 


SELLING. 


$ 4.75  doz 

5.00  each 

•I2ilb  

2.00  pr 

^03%  lb 

10.00  doz 

2. 25  doz 

4.50  each 

I.  50  each 

15.00  doz 

4.00  each 

5.00  doz 

4.00  doz 

2. 25  doz . 

75  (loz 

10.00  doz 

^•75  doz 

6.50  doz.  ... 

3.00  doz.  pr . . . 

6. 50  doz 

3.50  doz 

4 00  each 

1 1.50  doz 

.06  lb  


Adze  Eye  Hammers 

Blacksmiths’  Drills  ..... 

Babbit  Metal 

Barn  Door  Hangers 

Cut  Nails,  8d.,  loo-lb.  keg.. 

Cast  Steel  Axes 

Carpet  Stretchers 

Copying  Presses 

Grindstones 

Hand  Saws,  26  in 

Ice  Cream  Freezers,  t 

lack  Planes 

Knives  and  Forks 

Mortise  Locks 

Porcelain  Knobs.  

Plain  (Halv’d  Coal  Hods.  . . . 

Ratchet  Braces 

Rail  Road  Picks,  8 lb 

•Straj)  Hinges,  8 in 

Steelyards 

r ry  Sc|uares,  8 in 

Universal  Cdothes  Wringers. 

Wrought  Wrenches 

Washers  .',-in 


5.75  doz, 

6.00  each. 

.15  lb. 

2 50  pr. 

.04  lb. 

12. 50  doz. 

3.00  doz. 

5.50  each. 

2.25  each. 
18.00  doz. 

5.00  each. 

6.00  doz. 

5.00  dvZ. 

3 00  doz. 

1.25  doz. 
12.50  doz. 

10.  75  doz. 

9 00  doz. 

4.50  doz.  pr. 

8. 50  doz. 

4.75  doz. 

5.50  each. 
14.75  hoz. 

07^  lb. 


MEMORANDA  OF  TRANSACTION'S  FOR  JUNE. 


I.  Student  and  Geo.  D.  White  have  this  day  formed  a co  part- 
nership, under  the  firm  name  of  Student  N:  Co.,  and  have 
leased  of  J.  P>.  McLachlan  the  store  No.  146  King  street,  at 
$1,200  per  year,  rent  payable  monthly  in  advance,  for  the 
purpose  of  carrying  on  the  Hardware  business. 

Articles  of  co  partnership  made  and  executed  this  day  provide 
as  f )llows: — ddie  capital  of  the  firm  shall  be  Sio,ooo,  of 
which  amount  each  [lartner  shall  invest  one-half.  Each 
partner  shall  devote  his  entire  time  to  the  business.  Neither 
partner  shall  withdraw  from  the  business  to  exceed  fifteen 
dollars  per  week.  The  gains  and  losses  of  the  business 
shall  be  shared  equally. 

The  firm’s  resources  and  liabilities  are  as  follows  : 

RESOURCES. 

Cash  paid  in $4000.00 

Enter  the  above  in  the  Ca.sh  Book,  and  credit  each  partner  for 
one-half  the  amount.  Check  same  to  Journal  and  include 


the  cash  item  in  your  opening  entry. 

Geo  B.  Allan,  City,  on  account 1600.00 

Collins  Sc  Ward,  Hamilton,  Ont.,  on  account 2500.00 

A.  G.  Steele,  City,  on  account 954.50 

Samson  & Coll,  Barrie,  on  account 1050.75 

W.  H.  Bell,  City,  on  account 800  00 

Brown  & French,  Oakville,  on  account 375-25 

The  Moffat  Man.  Co.,  Weston,  Ont.,  on  account..  . 1625.60 

LIABILITIES. 

Small,  Elliott  it  Co  , City,  on  account 918.75 

A.  B.  Smedley,  Peterboro’,  on  account 41 1.5 1 

Wells  & Ball,  City,  on  account  . . j 575  84 

D.  B.  Fraser  & Co.,  Montreal,  on  account 1000.00 


Open  an  account  with  Canadian  Bank  of  Commerce  and  de- 
posit cash,  $2,000.  (Memo.  only.  No  Bank  Acct.  in  LeS- 
ger.  Take  Pass  Book  used  in  Junior  Bus.  Practice  and  in  it 
keepan  exact  record  of  your  Banktransactions  in  theseSets.) 


Buy  of  Rice  Lewis  & Co.,  City,  on  account,  6o  day?,  2%  lO 
days,  20  doz.  C.  S.  Axes;  1,000  lbs.  IL  Metal;  4 doz.  Hand 
Saws  ; 5 doz.  W.  Wrenches;  10  I.  C.  Freezers;  6 doz.  Steel- 
yards; 20  doz.  Pore.  Knobs;  20  doz.  Knives  and  Forks;  to  ■ 
U.  C.  Wringers;  200  lbs.  Washers;  10  doz.  Adze  Eye  Ham- 
mers. (Enter  memo,  in  Journal  D.  B.  and  entry  in  I.  B ) ’ 

Pay  J.  B.  McLachlan  one  month’s  rent  of  store,  in  advance,  by  ‘ 
cheque  on  your  Bank, 

Sell  E.  Laing,  Shakespeare,  on  account,  10  days,  2 doz.  W. 
Wrenches  ; 3 doz.  A.  E.  Hammers;  4 I.  C.  Freezers;  2 doz. 

C.  S.  Axes;  200  lbs.  B.  Metal.  ^ ; 

Make  Memo,  in  J.  D.  R.  and  entry  in  Sales  Boou. 

2.  Sell  Buber  & Small,  Georgetown,  on  account,  todays,  1 doz.  Hand  ‘ 
Saws;  5 doz.  Knives  and  Forks;  5 doz.  Pore.  Knobs;  i 
doz.  Steelyards;  100  lbs.  B.  Metal;  4 U.  C.  Wringers.  . 

Sell  L.  B.  Mason,  City,  on  account,  10  days,  2 doz.  A.  E.  Hammers  ; 

2 doz  C.  S.  Axes;  3 I.  C.  Freezers;  50  lbs.  Washers. 


fluy  of  Taylor  & Son,  Galt,  Office  Safe,  and  pay  by  cheque  on  Bank 
of  Commerce,  $225. 

Order  by  telegraph  of  Canada  Nail  Co.,  Montreal,  200  kegs  8d.  Cut 
Nails,  to  be  shipped  immediately  by  fast  freight,  C.  P.  R. 
(Memorandum.) 

Give  Wells  & Ball  cheque  to  apply  on  account,  $275.84. 

Receive  of  Wm.  H.  Bell  his  cheque  on  Traders  Bank  to  apply  on 
account,  I300. 

Deposit  Bell’s  cheque  with  $500  currency. 

3.  Receive  by  G.  T.  R.  Freight  from  Hart,  Dewar  & Co.,  Montreal, 
goods  as  per  invoice  dated  June  i.  Terms,  90  days, 
2%  30  days,  3%  10  days,  25  doz.  Carpet  Stretchers;  15  doz. 
Jack  Planes;  10  doz.  R.  R.  Picks;  10  doz.  Try  Squares  ; 25  ' 
doz.  Mortise  Locks;  15  Copying  Presses;  5 doz.  Ratchet  | 
Braces;  10  pr.  B.  D.  Hangers;  5 doz.  P.  G.  Coal  Hods,  ' 

Sell  Brown  & French,  Oakville,  on  account,  10  days,  2 pr.  B.  D.  ) 
Hangers;  5 Copying  Presses;  2 doz.  Jack  Planes;  5 doz.  , 
Mortise  Locks  ; 2 doz.  R.  R.  Picks  ; 3 doz.  Try  Squares;  200  \ 
lbs.  B.  Metal.  ‘ 

I Pay  Blight  Bros.’  bill  for  stationery  supplied  for  office  use,  in  ^ 

cash,  $27.50. 

Accept,  payable  at  Bank  of  Commerce,  D.  B.  Fraser  & C o.’s 
draft,  dated  June  2,  at  3 days’  sight,  favor  Charles  Elliott, 
$400. 


10, 


II 


Receive  of  G.  B.  Allan,  on  account,  his  cheque  on  Merchants 
Bank  of  Canada,  $600. 

Sell  E.  Laing,  10  days,  2 doz.  Ratchet  Braces;  5 doz.  Carpet 
Stretchers  ; 3 doz.  R.  R.  Picks  ; 2 doz.  Try  Squares  ; 3 
Copying  Presses. 

Sell  L.  B.  Merritt,  10  days,  i doz.  Hand  Saws;  3 Copying 

Presses  ; 5 doz.  Knives  and  Forks. 

Rule  and  foot  the  Sales  Book  at  the  bottom  of  each  page,  and  carry  the 
footing  forward. 

Receive  of  Collins  & Ward,  on  account,  their  cheque  on  The 
Bank  of  Hamilton,  $500. 

Deposit  Currency,  $300;  also  the  cheques  of  Allan  and  Collins 
& Ward.  Bank  charges  /„%  collection  on  C.  tk  W.’s  check. 

5.  Order  of  D.  B.  Fraser  Co.,  Montreal  to  be  shi[iped  via  C.  P.  R., 
TOO  Grindstones;  50  Blacksmiths’  Drills. 

Receive  cash  of  Barber  S:  Small,  in  full  of  invoice,  2nd  inst. 
Sell  Samson  & Coll,  Barrie,  on  account,  10  day.'^,  2 doz.  R.  R. 
Picks;  5 doz.  xMortise  Locks;  5 doz.  C.  S.  A.xes;  3 pr.  H.  1). 
Hangers;  5 doz.  Pore.  Knobs;  5 doz.  Knives  and  Forks:  5 
doz.  Carpet  Stretchers. 

Receive  of  A.  G.  Steele  tS:  Co.  their  note  at  60  days,  payable 
at  Merchants  Bank,  to  apply  on  account,  $500. 

Give  Rice,  Lewis  Co.  a cheque  in  full  of  invoice,  1st  inst.,  less 
2%.  (Charge  up  Diset.  earned  to  R.  L.  &.  Co.,  in  Sales  Book.) 

8.  Receive  the  nails  ordered  of  Canada  Nail  Co.,  2nd  inst.  Invoice 

dated  June  2nd.'  Terms  cash,  in  10  days. 

Receive  cash  of  E.  Laing,  on  account,  $50. 

Draw  on  Collins  & Ward,  Hamilton,  at  sight,  for  $500,  your 
favor,  to  apply  on  account,  and  leave  the  draft  at  Bank  of 
Commerce  for  collection. 

Sell  W,  Daniels  & Co.,  Ingersoll,  on  account,  10  days,  25  kegs 
Cut  Nails;  3 doz.  Jack  Planes;  3 doz.  C.  S.  Axes;  5 doz. 
Mortise  Locks:  200  lbs.  B.  Metal. 

9.  Your  acceptance  of  3rd  inst.,  due  to-day,  has  been  presented  at 

Bank  of  Commerce,  paid  and  charged  to  your  account. 
Receive  of  Brown  & French  their  cheque  on  Traders  Bank  of 
Oakville,  on  account,  $375-25. 

Deposit  cash,  $200.  > Also  Brown  & French’s  cheque.  Bank 
charges  collection  on  the  cheque. 

10.  Receive  by  G.  T.  R.  from  Hart,  Dewar  & Co.,  goods  as  per  invoice 
dated  June  8,  terms  90  days,  2%  30  days,  3%  10  days,  25 
doz.  pairs  Strap  Hinges;  10  U.  C.  Wringers;  10  doz.  A.  E. 


Hammers;  5 doz.  H.  Saws;  15  Copying  Presses;  10  doz. 
\V.  Wrenches;  5 doz.  Ratchet  Braces;  20  doz.  Knives  and 
Forks;  10  I.  C.  Freezers;  20  pr.  B.  D.  Hangers;  to  doz. 
Steelyards;  5 doz.  C.  S.  Axes. 

Receive  of  Moffatt  Mfg.  Co.,  Weston,  to  apply  on  account, 
their  draft  for  $1,000,  dated  June  8,  at  15  days’  sight,  on 
Cohins  Sr,  Bell,  this  city,  which  they  have  accepted  this  day, 
payable  at  Molsons  Bank,  City.  Endorse  the  acceptance, 
and  leave  it  at  Bank  of  Commerce  for  collection. 

12.  Buy  at  Bank  of  Commerce  by  cheque,  at  p(%  exchange,  a draft  on 

Montreal,  and  remit  the  same  to  Hart,  Dewar  Co.,  in  full 
of  invoice  Mdse.,  received  3rd  inst , less  3%. 

13.  Receive  of  Brown  & French,  their  cheque  on  Traders  Bank  of  Oak- 

ville for  invoice,  3rd  inst. 

Receive  of  L.  B.  Merritt,  his  cheque  on  Traders  Bank  for  in- 
' voice,  3rd  inst. 

Sell  C.  B.  Shipp,  Ridgetown,  3 dcz.  C.  S.  Axes;  2 doz.  P.  G. 
Coal  Hods;  3 doz.  W.  Wrenches;  4 doz.  Ratchet  Braces  ; 
2 doz.  Jack  Planes;  5 Copying  Presses.  Receive  cash,  $75, 
balance  on  account,  10  days.  (Charge  full  bill  in  S.  B.  and 
credit  for  cash  in  C.  B.) 

Deposit  currency,  $100,  also  cheques  of  Brown  & French  and 
L.  B.  Merritt;  bank  deducts  Ji%  for  B.  and  F.’s  cheque. 

15.  Pay  J.  B.  Snider’s  bill  for  office  desk,  by  cheque,  $100. 

Receive  the  goods  ordered  of  D.  B.  Fraser  ik  Co.,  5th  inst. 
Invoice  is  dated  June  8,  30  days. 

Sell  E.  Laing,  on  account,  to  days,  25  kegs  Cut  Nails;  5 B.  S. 
Drills;  5 doz.  pr.  Strap  Hinges  ; 2 doz.  P.  Ck  Coal  Hods; 
50  lbs.  Washers. 

Receive  of  Samson  it  Coll  their  cheque  on  Imperial  Bank, 
Barrie,  in  full  for  invoice  of  5th  inst. 

Deposit  Samson  <k  Coil’s  cheque.  Bank  charges  /„%  collection 
on  the  cheque. 

17.  Accept  A.  B.  Smedley’s  sight  draft  on  you,  dated  June  15th,  favor 

A.  M.  Phillips  ife  Co.,  $200,  payable  at  The  Bank  of  Com- 
merce here. 

Receive  credit  at  Bank,  for  the  draft  on  Collins  & Ward,  left 
for  collection  8th  inst.,  less  bank’s  charges,  pL%. 

18.  Buy  a draft  on  Montreal  at  Bank  of  Commerce,  by  check,  at  J:(% 

exchange,  and  remit  it  to  Canada  Nail  Co.,  in  full  of  invoice 
of  Mdse,  received  8th  inst. 


Receive  of  W.  Daniels  Co.  their  cheque  on  Union  Bank, 
Ingersoll,  for  invoice  8th  inst. 

Sell  Barber  Small,  for  cash,  50  kegs  Cut  Nails.  (As  we 
have  an  open  account  with  the  firm,  we  charge  this  bill  up 
in  S.  B.  and  credit  for  cash  in  C.  B.) 

Deposit  Currencv,  $300,  and  W.  Daniels  & Co.’s  cheque. 
Bank  charges,  i,,%  collection  on  the  cheque. 

20.  Geo.  D.  White  draws  from  the  business  for  individual  use,  by  check, 

$350* 

Remit  Hart,  Dewar  & Co.  a draft  on  Montreal  for  invoice  of 
goods  received  loth  inst.,  which  you  will  buy  by  checjue. 
1‘Achange,  ]/{./•  (Charge  disct.  2°  in  S.  B.) 

22.  Disct.  at  Bank  of  Commerce,  A.  G.  Steele  "c  Co.’s  note,  received 

5th  inst.  Receive  credit  for  the  proceeds. 

23.  Pay  Wells  k Ball  cash  in  full  of  account. 

Sell  Brown  d'  h'rench  on  account,  10  days,  5 B.  S.  Drills  ; 10 
Grindstones  5 doz.  Pore.  Knobs;  3 doz.  W.  Wrenches  ; 2 
dcz.  C.  S.  Axes;  100  lbs.  B.  Metal;  5 doz.  A.  E.  Hammers; 
4 Copying  Presses. 

25.  Accept,  payable  at  your  Bank,  1).  B Eraser  Co.’s  draft,  dated 

June  22,  at  3 days’  sight,  favor  Charles  Elliott,  $600. 

Pay  F.  R.  Haig’s  bill  for  coal  for  use  of  store,  in  cash,  $50. 

26.  Student  takes  from  the  stock  for  his  individual  use,  to  be  charged 

to  him  at  cosr,  i I.  C.  Freezer:  i doz.  Knives  and  Forks;  i 
U.  C.  Wringer.  (Enter  S.  B.) 

28.  Receive  cash  of  A.  G.  Steele  Co.  to  balance  account. 

Deposit  cash,  $400;  also  receive  credit  for  the  acceptance  of 
Collins  k Bell,  left  the  loth  inst.  for  collection.  (No  charges 
for  collection.  Wd:iy  ?) 

29.  AVrite  a letter  to  Hart,  De\^’ar  & Co , ordering  the  following  goods 

to  be  shipped  by  Grand  Trunk  Ry.  line;  10  doz.  P.  G.  Coal 
Hods;  5 doz.  C.  S.  Axes;  10  doz.  Hand  Saws;  15  doz.  Pore. 
Knobs;  10  doz.  R.  Braces.  5 doz.  R.  R.  Picks;  5 doz.  Try 
Squares;  5 doz.  A\b  Wrenches;  200  lbs.  Washers.  Inform 
H.,  D.  & Co.  that  many  of  the  Coal  Hods  in  the  previous 
invoice  were  imperfect,  and  request  an  allowance  of  $10. 

Pay  freight  bills  for  the  month,  in  cash,  $35.50.  (Freight  acet.) 

30.  Pay  salaries  of  employees  for  the  month,  in  cash,  $100. 

You  will  now  balance  the  Cash  Book,  rule  and  foot  the  Sales  Book 
and  Invoice  Book  neatly,  complete  the  posting,  and  take  atrial  balance. 


LESSON  NO.  5-SECTION  II. 

Correspondence  Department 

CENTRAL  BUSINESS  COLLEGE 

Book-keepino*  and  BiTsiiiess  Forms 

This  Lesson  is  a continuation  of  Lesson  No.  4,  and  will  require  use 
of  same  books  and  same  accounts. 

MEMORANDA  OF  TRANSACTIONS  FOR  JULY. 

1.  Receive  of  C.  B.  Shipp  a draft  on  Bank  of  Commerce,  to  balance 

account. 

Your  acceptance  due  to  day,  has  been  paid  at  Bank  and 
charged  to  your  account. 

Sell  W.  Daniels  N Co.,  at  10  days,  5 doz.  Steelyards  ; 10 
Grindstones;  2 doz.  C.  S.  Axes:  5 doz.  M.  Locks;  5 U.  C. 
Wringers. 

Receive  cash  of  L.  B.  Mason,  in  full  of  account. 

Deposit  cash,  $300,  and  Shipp’s  draft. 

Draw  on  E.  Laing  at  sight,  in  full  of  his  account  and  leave 
with  Bank  for  collection. 

2.  Receive  a letter  from  Hart,  Dewar  tY  Co.,  acknowledging  receipt  of 

your  order  of  of  29th  ult.,  and  stating  that  it  will  receive 
prompt  attention;  they  express  regret  that  the  Coal  Hods 
were  not  satisfactory,  and  inform  you  that  the  reduction 
asked  for  has  been  allowed  and  the  amount  placed  to  your 
credit.  (Entry  in  S.  B.) 

3.  Receive  of  Samson  A:  Call  their  note  dated  Jane  15th,  at  60  days, 

payable  at  Barrie,  in  full  of  their  account,  to  wLich  amount 
they  add  63  days’  interest.  (Entry  in  J.  and  B.  B.) 

Give  J.  B.  McLllsiaiaai  a cheque  for  one  month’s  rent  of  store, 
in  advance-,- 

Order  by  letter- of  Canada  ?^ail  Co  , Montreal,  to  be  shipped 
by  freight,  100  kegs  Cut  Nails. 

4.  Receive  the  goods  ordered  of  Hart,  Dewar  &,  Co.,  29th  ult.  Invoice 

dated  July  ist,  terms  cash  in  10  days. 

Sell  Barber  cN  Small,  at  10  days,  5 doz.  C.  S.  Axes,  10  doz.  P. 
Knobs;  100  lbs.  Washers;  4 doz.  R.  Braces;  5 B Drills. 

6.  Sell  L.  B.  Merritt,  at  10  days,  5 doz.  Knives  and  Forks;  10  kegs  Cut 
Nails;  50  lbs.  B.  Metal;  3 doz.  R.  R.  Picks;  5 doz.  prs. 
Strap  Hinges;  2 doz.  A.  E.  Hammers. 

Receive  of  W.  H.  Bell  his  cheque  on  Traders  Bank,  to  balance 
account;  also  receive  of  Geo.  B.  Allan  his  cheque  on  Mer- 
chants’ Bank,  to  apply  on  account,  $400. 

Deposit  the  cheques  received  of  W.  H.  Bell  and  Geo.  B.  Allan. 


Give  Small,  Elliott  & Co.  your  cheque  to  apply  on  account, 
$500. 

Receive  cash  of  Brown  & French  in  full  of  invoice,  June  23, 

8.  Sell  Oliver  & Bray,  City,  at  10  days,  3 Copying  Presses  ; 2 doz.  P.  G. 

Coal  Hods  ; 2 doz.  Try  Squares  ; 50  lbs.  Washers  ; 3 doz.  J. 
Planes;  2 U.  C.  Wringers. 

10.  Accept,  payable  at  Bank  of  Commerce,  D,  B.  Fraser  & Co.’s  draft  at 

30  days’  sight,  favor  themselves,  in  full  of  invoice  of  June  15. 
Deposit  cash,  $250. 

Pay  June  gas  bill,  in  cash,  $5.25. 

11.  Accept,  payable  at  your  Bank,  A.  B.  Smedley’s  draft  dated  July  8th, 

at  five  days’  sight,  favor  John  H.  Brown,  in  full  of  account. 
Receive  via  G.  T.  Ry,  from  Canada  Nail  Co.,  100  kegs  Cut 
Nails.  Invoice  is  dated  July  6th,  at  10  days. 

Receive  cash  of  Ceo.  B.  Allan,  on  account,  $200. 

13.  Receive  credit  at  your  Bank  for  draft  on  E.  Laing,  left  ist  instant, 
less  charges  for  collection, 

Receive  of  W.  Daniels  & Co.  their  cheque  on  Union  Bank,  Inger- 
soll,  in  full  of  invoice,  ist  instant. 

Deposit  cash,  $200,  and  Daniels  & Co.’s  cheque.  Bank  charges 
collection  on  cheque,  J,  per  cent. 

Buy  a Montreal  draft  at  your  Bank,  by  cheque,  at  ^ per  cent, 
exchange,  and  remit  to  Hart,  Dewar  & Co.,  in  full  of  invoice 
received  4th  instant,  less  amount  charged  to  their  account  for 
allowance  on  Coal  Hods. 

15.  Receive  cash  of  Barber  & Small,  in  full  of  their  invoice  of  4th  inst. 

18.  Sell  Samson  & Coll,  at  10  days,  5 doz.,  R.  Braces ; 5 doz.  Knives 

and  Forks ; 50  lbs.  Washers  ; 3 Copying  Presses ; 25  kegs 
Cut  Nails;  3 B.  Drills;  10  Grindstones;  5 doz.  pr.  Strap 
Hinges. 

Receive  cash  of  L.  B.  Merritt,  in  full  of  invoice  of  5 th  instant. 
Sell  A.  C.  Steele  & Co.,  City,  5 doz.  P.  Knobs ; 5 doz.  C. 
Stretchers  ; 10  pr.  B.  I).  Hangers  ; 3 I.  C.  Freezers  ; 5 doz.  W. 
Wrenches.  Receive  cash,  $50  ; balance  on  account,  10  days. 

19.  Your  acceptance  favor  J.  H.  Brown,  due  to-day,  has  been  paid  and 

charged  to  your  account  at  The  Bank  of  Commerce,  here. 

20.  Receive  cash  of  Oliver  & Bray,  in  full  of  invoice  8th  instant. 

Deposit  cash  in  bank,  $300. 

Student  draws  from  the  business  for  h'S  individual  use,  by 
checiue.  $300.  , ■ j 


2 1.  Buy  of  Rice  Lewis  Co.,  6o  days,  2°/^  10  days,  10  doz.  Hand  Saws, 
10  doz.  \\\  Wrenches:  5 doz.  C.  S.  Axes;  10  doz.  Knives 
and  Forks  ; 20  doz.  M.  Locks. 

23.  Draw’  on  Collins  & Ward  at  sight,  for  $500  in  your  favor,  and  leave 

the  draft  for  collection. 

24.  Discount  at  Bank  Samson  & Coil’s  note  received  3rd  instant,  and 

have  the  proceeds  placed  to  your  credit.  The  Bank  charges 
^ collection  in  addition  to  the  discount. 

Bay  Canada  Nail  Co.’s  sight  draft  on  you  for  invoice  received 
I ith  instant,  by  cheque  on  your  ]>ank. 

26.  Pay  freight  bills  for  the  month,  in  cash,  $21.60. 

27.  Sell  E.  Laing,  at  10  days,  5 doz.  pr.  .S.  Hinges  ; 5 doz.  W.  WTenches ; 

10  doz.  M.  Locks;  5 pr.  B.  D.  Hinges;  5 doz.  J.  Planes; 
1 Copyin"  Press  : 5 doz  C.  Stretchers;  50  lbs.  Washers. 
Receive  of  Collins  W'ard  their  note  dated  July  24th,  at  30 
days,  payable  at  Bank  of  Hamilton,  Hamilton,  to  balance 
account,  $1000. 

28.  Receive  cash  of  A.  C.  Steele  Co.  for  balance  due  on  invoice  i8th 

instant. 

29.  Receive  credit  at  Bank  for  draft  on  Collins  Ward,  left  23rd  instant, 

less  collection, 

30.  Give  Rice  Lewis  c\:  Co.  cheque  in  full  of  invoice,  21st  instant,  less  2°/^. 

Pay  salaries  of  employees  for  the  month,  in  cash,  $100. 
Receive  Samson  Coil’s  cheejue  on  Imperial  Bank,  Barrie,  in 
full  for  invoice  of  i8th  instant. 

Deposit  S.  & C.’s  cheque  and  all  the  cash  on  hand.  Bank 
charges,  collection  on  the  cheque. 

IN'VENTORIES.  JULY  31,  19.... 


8 dox.  A.  E.  Hammers 
32  B.  Drills 
150  lbs.  B.  Metal 

10  pr.  B.  D.  Hangers 

165  kgs.  (16,500  lbs.)  Cut  Nails 

11  doz.  C.  S.  Axes 

5 doz.  Carpet  Stretchers 
3 Copying  Presses 
5 doz.  R.  R.  Picks 
10  doz.  Steelyards 
8 U.  C.  Wringers 
50  lbs.  \Vashers 


70  Grindstones 
27  doz.  Hand  Saws 
9 I.  C.  Freezers 
24  doz.  Knives  and  Forks 
15  doz.  M.  Locks 
5 doz.  P.  Knobs 
9 doz.  P.  G.  Coal  Hods 
5 doz.  R.  Braces 
5 doz.  pr.  Strap  Hinges 
8 doz.  Try  Squares 
12  doz.  W.  Wrenches. 


OFFICE  FIXTURES. — Office  safe,  $225;  office  desk,  $100;  totaL 

$325- 


You  will  now  balance  the  Cash  Book,  foot  the  Sales  Book  and  Invoice 
Book  and  complete  the  posting,  after  which  make  a Balance  Sheet  and 
clone  the  Ledger. 

After  completing  the  work  of  closing  the  Ledger  send  your  full  work  to 
2is  for  inspection. 


MISCELLANEOUS  QUESTIONS. 

*From  what  does  Double-Entry  Book-keeping  take  its  name?  -How 
are  you  enabled  to  decide  to  which  of  the  two  general  classes  of  accounts 
used  in  double  entry  any  particular  account  belongs?  ^What  title  may 
be  used  instead  of  the  proprietor’s  name?  ^Mention  three  accounts  that 
you  can  always  tell  which  side  should  be  greater,  if  there  is  any  differ- 
ence. '^'To  which  of  the  two  general  classes  of  accounts  does  a Personal 
account  belong?  ''What  circumstance  might  arise  to  place  it  in  the 
other  class?  ^Why  is  it  necessary  that  Bills  Payable  and  Bills  Receiv- 
able should  always  be  debited  and  credited  with  their/ace  value  ? ^Men- 
tion some  of  the  errors  v\hich  will  not  affect  the  equality  of  the  Ledger? 
Hn  case  the  Trial  Balance  does  not  prove,  give  the  short  tests  to  be  ap- 
plied before  proceeding  to  examine  the  posting  ? ^"When  the  check  of 
another  person  is  received,  how  is  it  journalized  ? ^^Give  an  example  of 
an  inventory  showing  a liability  ? ’'Give  the  two  ways  of  finding  the 
Present  Worth  in  double  entry?  ’’WTat  is  meant  by  Insolvency? 
^^WTat  is  the  object  of  closing  accounts  showing  losses  and  gains?  ’Tn 
closing  an  account,  why  is  the  equality  of  the  Ledger  not  affected? 
*'AVhat  is  meant  by  the  acceptance  of  a draft?  ’'Give  the  general  rule 
for  journalizing  drafts  wTen  drawn  on  account  ? ’’’What  journal  entry  is 
made  when  the  proprietor  commences  business  with  both  Resources  and 
Liabilities?  ”'fn  closing  an  account  having  a resource  inventory,  w'hy  is 
it  necessary  to  credit  the  account  with  the  inventory  before  it  can  be 
closed?  “"After  the  account  has  been  closed,  why  must  the  inventory  be 
carried  below  the  rulings?  ‘-’Why  is  the  loss  or  gain  not  carried  below 
the  rulings  ? ‘--'When  are  personal  accounts  usually  closed  ? -'’Do  errors 

in  journalizing  affect  the  equality  of  the  Ledger  ? ‘-^What  advantage  is 
obtained  by  using  the  Cash  Book  as  a principal  book  ? ‘-''How  is  the 

work  of  posting  from  the  Cash  Book  performed  ? '-''What  advantage  is 
obtained  by  using  the  Sales  Book  as  a principal  book  ? -Tlow  are  trans- 
actions with  the  bank  treated  when  no  bank  account  is  kept  in  the 
Ledger,  and  how  are  the  entries  made  for  such  transactions  ? 

Review  the  above  questions  carefully,  and  be  sure  you  can  answer 

every  one. 


LESSON  NO.  6-SECTION  II. 


Correspondence  Department 

CENTRAL  BUSINESS  COLLEGE 

Book-keepino*  and  Business  Forms 

i 

' The  system  followed  by  the  Student  thus  far  in  the  work  has  required 

itwo  or  more  entries  to  be  made  in  the  Ledger  for  each  separate  business 
transaction.  This  method  is  termed  Double  Entry. 

VV’’e  now  present  briefly  another  method  in  common  use,  especially  in 
small  houses  or  concerns.  It  cannot  be  considered  a perfect  or  complete 
method,  but  serves  a purpose  in  recording  transactions  of  a special  rather 
than  of  a general  character.  It  requires  inually  but  one  entry  to  be  made 
in  the  Ledger  for  each  separate  transaction  and  is  termed  Single  Entry. 

The  peculiar  feature  of  this  system  is  that  only  rersona!  Accounts 
are  kept  in  the  Ledger.  The  omission  of  Mdse.,  Itxpense  and  other 
Loss  and  Gain  Accounts  render  it  impracticable  for  showing  gains  and 
losses  in  detail  in  any  business.  Hence  its  deficiency.  The  Journal 
Day-Book  is  the  only  principal  Book,  but  the  ("ash  Book  and  Bill  Books 
are  generally  used  as  Auxiliary  Books. 

The  following  work  is  designed  to  illustrate  this  method  of  Book- 
keeping : 

OCTOBER  1,  19.... 

Oct.  I,  190 — , Student  commences  business  with  the  following  re- 
sources : Store  and  Lot  valued  at  $2,500  : Horse  and  Wagon  valued  at 

I $225  ; Cash,  $500.  (For  proper  form  of  entry  see  preceding  page.) 

Buy  of  Smith,  Brown  & Co.,  City,  on  acct.,  at  15  days,  10  bbls.  A 
Sugar,  1,250  lbs.,  at  loc.  ; 10  ch.  Japan  Tea,  350  lbs.,  at  60c.  ; 10  ch. 
Black  Tea,  350  lbs.,  at  45c.  ; 5 half  bbls.  Mackerel,  at  $4  ; 10  mats  Java 
Coffee,  1,250  lbs.,  at  22c. 

Note. — It  is  unnecessary  to  enter  the  items  in  the  Journal,  the  Invoice  itself  being 
placed  on  file  for  reference. 

U 

Sell  A.  Ballantyne,  Stratford,  on  acct.,  2 ch.  J.  Tea,  70  lbs.,  at  70c.;  2 
ch.  B.  Tea,  70  lbs.,  at  50c. 

U 

Cash  sales,  per  Cash  Drawer,  $175.38. 

2. 

I 

Sell  Mrs.  John  Adams,  54  Carlton  St.,  on  acct.,  10  lbs.  A Sugar  at 
i lie. ; I lb.  J.  Tea  at  85c. ; 2 lbs.  J.  Coffee  at  28c.  (J.) 

U 

Buy  of  Smith,  Brown  & Co.,  on  acct.,  10  bbls.  Brown  Sugar,  1,250 
lbs.,  at  9c. ; 10  sacks  Rio  Coffee,  800  lbs.,  at  i8c. 


} 


Sell  VVm.  Bennett,  144  Ontario  St.,  on  acct.,  4I  lbs.  Mackerel  at  12c.; 

I lb.  B.  Tea,  55c.  ; 2 lbs.  Rio  Coffee,  at  24c. 

3- 

Give  Smith,  Brown  h Co.,  your  note  at  10  days,  payable  at  College 
Bank,  to  apply  on  acct.,  $300. 

u 

Receive  cash  of  A.  Ballantyne,  on  acct.,  $15. 

u 

Buy  of  Smith,  Brown  & Co.,  on  acct.,  12  doz.  Brooms  at  $2.25;  4 
doz.  Wood  Pails,  at  $2. 

Sell  James  Jennison,  186  College  Sr.,  on  acct.,  25  lbs.  A Sugar  at  loc.; 

4 lbs.  J.  Tea,  at  80c. ; 2 lbs.  Rio  Coffee,  at  24c. 

5- 

Pay  clerk  cash,  to  apply  on  salary,  $5. 

U 

Cash  sales,  per  Cash  Drawer,  $246.75. 

6. 

Sell  Mrs.  John  Adams,  on  acct.,  10  lbs.  B.  Sugar,  at  loc. ; 4^  lbs. 
Mackerel,  at  12c.  ; 2 Wood  Pails,  at  25c. 

U 

Receive  cash  of  Wm.  Bennett,  $3,  and  of  James  Jennison,  $5,  on  acct. 

7- 

Buy  of  Wm.  Gordon,  City,  on  your  note  at  20  days,  payable  at  Mol- 

sons’  Bank,  2 bbls.  A Sugar,  250  lbs.,  at  loc. ; 2 bbls.  Brown  Sugar,  250 

lbs.,  at  8j^c.  ; i ch.  Japan  Tea,  35  lbs.,  at  55c.  (See  note  below.) 

Note. — No  entry  is  to  be  made  in  the  Journal,  d^ecause  your  indebtedness  is  not  to 
VVm.  Gordon  personally,  but  in  the  form  of  Bills  Payable,  and  is  shown  by  the  Bill 
Book. 

Sell  Mrs.  John  Adams,  on  acct.,  2 Wood  Pails,  at  22c.;  i Broom,  25c.; 

I lb.  Rio  Coffee,  24c. 

u 

Cash  sales  for  the  day,  as  per  Cash  Drawer,  $127  64.  I 

8.  : , 

Received  of  Alcx  Ballantyne,  his  note  at  3 days,  payable  at  dhaders’ 
Bank,  to  apply  on  acct.,  $25.  (J.  and  B.  B.) 

9- 

Sell  Wm.  Bennett,  on  acct.,  50  lbs.  B.  Sugar,  at  q.J^c.;  i Broom,  25c  ; 

5 lbs.  Rio  Coffee,  at  24c. ; 2 WMod  Pails,  at  22c. 

a 

Pay  cash  for  ton  of  Coal  for  office  use,  $6.50 


lO. 


Pay  Smith,  Brown  A-  Co.,  cash  to  apply  on  acct.,  $ioo. 

u 

Buy  of  Geo.  F.  Dennis,  Goderich,  on  acct.,  at  lo  days,  25  bbls.  Salt, 
at  $1.25. 

U 

Wm.  Bennet  returns  for  credit,  4 lbs.  of  the  Rio  Coffee  bought  9th 
inst.,  the  quality  not  being  satisfactory. 

1 1. 

Sell  A.  Ballantyne,  10  bbls.  Salt,  at  $1.40  : 2 ch.  T.  l>a,  70  lbs.,  at 
70c  ; 3 bbls.  B.  Sugar,  375  lbs.,  at  loc.  Receive  in  payment,  cash,  $25. 
Balance  on  acct. 

Note. — In  transactions  like  the  above  in  single  entry,  it  is  customary  to  make  an 
entry  in  the  Journal  debiting  the  person  with  the  whole  bill  purchased,  and  then  make 
a second  entry  giving  him  credit  for  the  amount  paid. 

I 2. 

Pay  Clerk  cash  to  apply  on  salary,  $10. 

Receive  cash  of  Mrs.  John  Adams,  to  apply  on  acct , $1.50. 

^3- 

Pay  Smith,  Browm  Co.,  to  apply  on  acct.,  cash,  $50,  and  your  note 
at  TO  days,  payable  at  College  Bank,  $100. 

Sell  VVm.  Bennett,  on  acct.,  10  lbs.  A Sugar,  at  loc.;  2 lbs.  J.  Tea,  at 
85c.;  5 lbs.  Rio  Coffee  at  22c.  ’ 

Buy  of  Geo.  F.  Dennis,  on  acct.,  at  10  days,  25  bbls.  Salt,  at  $1.25. 

U 

Receive  of  A.  Ballantyne,  for  his  note  of  8th  inst.,  due  to-day,  $25. 

Cash  sales,  as  per  Cash  Drawer,  S358.40. 

15- 

Pay  Geo.  F.  Dennis’  sight  draft  on  you  to  apply  on  acct,  in  cash,  $25. 

U 

Pay  Book-keeper  cash,  to  apply  on  salary,  $25. 

Receive  of  A.  Ballantyne,  his  note  at  10  days,  payable  at  Traders’ 
Bank,  to  balance  acct..  Si  19.50. 

u 

Sell  James  Jennison,  on  acct.,  10  lbs.  B.  Sugar,  at  9j^c.;  2 lbs.  J.  Tea,, 
at  80c.;  5 lbs.  Rio  Coffee,  at  24c. 


Pay  your  note  of  3rd  inst.,  favor  of  Smith,  Brown  & Co.,  in  cash,  $300. 
INVENTORY,  OCTOBER  16,  19.,.. 


Mdse,  on  hand,  per  Inventory  Book $ 270  72 

Horse  and  wagon,  valued  at 225  00 

Store  and  lot,  “ “ 2500  00 


Note. — You  may  copy  the  above  Inventory  in  your  Journal  immediately  following 
the  last  entry. 

Note. — You  may  now  balance  the  Cash  Book  and  post  the  entries  for  the  foregoing 
transactions.  Give  each  account  one  third  of  a page  space.  The  books  are  to  be 
changed  to  Double  Entry  after  you  have  completed  the  posting,  full  instructions  for 
which  are  given  on  this  page.  Ycu  should  study  these  instructions  very  carefully, 
and  perform  the  work  precisely  as  they  direct. 

TO  CHANGE  BOOKS  FROM  SINGLE  TO  DOUBLE  ENTRY  THE  FOLLOWING 

STEPS  SHOULD  BE  TAKEN  : 

I.  Collect  all  Resources  and  Liabilities  from  Ledger,  Day  Book,  Cash 
Book,  Bill  Books,  and  Inventories  and  make  a neat  statement. 

II.  From  this  statement  find  the  Present  Worth  and  the  Net  Gain 
or  Loss. 

III.  Make  necessary  Journal  entries  in  Single  Entry  form  to  carry  the 

Net  Gain  or  Loss  and  all  Resources  and  Liabilities  into  the  Led- 
ger. 

(Copy  this  Statement  and  Journal  entries  in  Journal  Day  Book  immediately 
, following  Inventory.) 

IV.  Post  these  entries  to  Ledger  and  take  Trial  Balance.  (Be  sure  and 

take  Trial  Balance  to  prove  you  have  a Double  Entry  Ledger. 
The  Student  will  follow  above  directions  very  closely  and  show  State- 
ment and  Entries  in  Day  Book,  also  Trial  Balance  from  Ledger. 


I 
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Following  the  preceding  lesson  the  business  for  the  balance  of  the 
month  will  now  be  recorded  in  Double  Entry  form,  using  Journal  Day 
Book,  Cash  Book,  Invoice  Book  and  Sales  Book  for  oiiginal  entry,  with 
Bill  Books  continued  as  Auxiliary  Books. 

Oct  17,  Buy  of  Wm.  Gordon,  City,  on  acct,  lobbls.  B.  Sugar,  1,250 
lbs.,  at  8c.  (I.  B.) 

a 

Cash  sales,  per  Cash  Drawer,  I75.25.  (C.  B.  and  S.  B.) 

18. 

wSell  Wm.  Bennett,  on  acct,  2 lbs.  J.  Tea,  at  80c.;  5 lbs.  Rio  Coffee, 
at  25c.;  30  lbs.  A Sugar,  at  iic,  (S.  B.) 

Sell  W.  F.  Chapman,  on  his  note  at  15  days,  payable  at  Traders’  Bank, 
5 bbls.  A Sugar,  625  lbs.,  at  10  bbls.  B.  Sugar,  1,250  lbs.,  at  9c.; 

3 ch.  J.  Tea,  105  lbs.,  at  65c. 

1 9- 

Receive  cash  of  Mrs.  John  Adams,  to  balance  acct. 

Buy  of  Wm.  Gordon,  on  acct.,  15  bbls.  A Sugar,  1,875  at  9j^^c. 

20. 

Sell  James  Jennison,  on  acct.,  20  lbs.  A Sugar,  at  iic.;  5 lbs.  Rio  Cof- 
fee, at  24c.  ; 2 bbls.  Salt,  at  $1.50. 

u 

Cash  sales,  per  Cash  Drawer,  $115.05. 

21. 

Give  Geo.  F.  Dennis  your  note  at  30  days,  payable  at  Merchants’  Bank, 
to  balance  acct. 

(( 

Buy  of  Wm.  Gordon,  on  acct.,  5 ch.  J.  Tea,  175  lbs.,  at  60c. 

’ 22. 

Sell  A.  Ballantyne,  10  bbls.  Salt,  at  $1.40;  2 ch.  J.  Tea,  70  lbs.,  at 
70c.;  2 ch.  B.  Tea,  70  lbs.,  at  55c.  Receive  cash  $50.  Balance  on 
acct.  (Charge  full  amt.  of  bill  in  S.  B.  and  credit  for  Cash  in  C.  B.) 

Pay  Smith,  Brown  & Co.,  cash  on  acct.,  $100. 

U 

Cash  sales,  per  Cash  Drawer,  $98.34. 

2 3- 

Sell  Frank  C.  Beecroft,  Sarnia,  5 ch.  B.  Tea,  175  lbs.,  at  55c.  ; 2 doz. 
W.  Pails,  at  $2.50;  4 dozTbrooms,  at  $2.65  ; 2 half  bbls.  Mackerel,  at 
$4-75  i 5 bbls.  A Sugar,  625  lbs.,  at  ioj4c.  Receive  his  note  at  10 
days,  payable  at  Imperial  Bank,  $100.  Balance  on  acct. 

Receive  cash  of  Wm.  Bennett  on  acct.,  $5. 


24- 

Buy  of  Geo.  F.  Dennis,  on  your  note  at  20  days,  50  bbls.  Salt,  at 
$1.25. 

Cash  sales,  per  Cash  Drawer,  $138.40. 

25- 

Bay  cash  for  permanent  improvements  on  store,  $200.  (Debit  Real 
Estate.) 

u 

Pay  Gas  bill  in  cash,  $11.75. 

Sell  Wm.  Bennett,  on  acct.,  5 lbs.  J.  'Pea.  at  80c.  ; 50  lbs.  B.  Sugar, 
at  pGc.;  10  lbs.  Rio  Coffee,  at  25c. 

26. 

Receive  cash  of  James  Jennison,  to  balance  acct.,  811.33. 

Pay  your  note  of  13th  inst.,  due  to-day,  in  cash. 

27- 

Buy  of  vSmith,  Brown  & Co.,  10  bbls.  A Sugar,  1,250  lbs.,  at  loc.:  10 
bbls.  B.  Sugar,  1,250  lbs.,  at  9c.;  5 ch.  J.  Tea,  175  lbs.,  at  60c.;  10  mats 
J.  C'offee,  1,250  lbs.,  at  22c.  Give  them  your  note  at  10  days,  S300. 
Balance  on  account. 

28. 

Pay  Wm.  Gordon,  cash  on  acct.,  8178.44. 

U 

Receive  cash  of  A.  Ballantyne,  for  his  note  of  15th  inst.,  due  to-day. 

29. 

Cash  sales,  per  Cash  Drawer,  $216.49. 

.Sell  the  Horse  and  Wagon  for  cash,  -8235. 

30- 

Pay  your  note  of  7th  inst.,  due  to-day,  in  cash. 

31- 

Pay  Book-keeper  $25,  and  Clerk  -$15,  cash  in  full  for  services  to  date. 
INVENTORIES,  OCTOBER  31,  19.... 


MDSE.,  as  per  Stock  Sheet $ 426.48 

REAL  ESTATE  — Store  and  Lot,  valued  at 2700.00 


You  may  now  post  and  make  a Balance  Sheet.  After  you  have  com- 
pleted the  Balance  Sheet,  close  the  Ledger  and  bring  down  the  resources 
and  liabilities,  and  prove  them  upon  a separate  sheet  of  paper,  and  for- 
ward the  proof,  together  with  your  Ledger,  to  us  for  inspection  and 
approval. 


This  is  another  form  of  Journal  in  common  use 
houses.  You  will  require  it  in  the  subsequent  lessons, 
and  arrangement  of  debits  and  credits. 


among  Business 
Study  the  foi  m 


iFOiRM  OIF  coi-.xj3vnisr^i^ 

Dk.  Toronto,  Dec.  i,  19....  Ck. 


Mdse. 


Cash 


Sundries 


138  75 


§ 1200 


1500 


Fol.. 


Entry 


Admitted  G.  H.  White  and 
W.  D.  Bell  as  equal  part- 
ners. 

White  invests  Harper’s  note 
at  60  dys. , with  int.  .$i2co 

Int.  on  same 

and  cash  to  make  his  in- 
vestment equal  to  Stu- 
dent’s Pres.  Worth. 

Cash Dr. 

Int  and  Disc. ...  Dr. 

Bills  Rec Dr. 

To  G.  H.  While 


Bell  invests  a note  made  by 
Blair  & Goodson  (c6  go 

dys $1500 

Discount  to  maturity 

and  cash  to  make  his  in- 
veslment  equal  to  Stu- 
dent’s Pres.  Worth. 

Bills  Rec Dr. 

Cash Dr. 

To  Int.  and  Disc 

M Bell 


Cash  Sales $138.75 

Cash  Dr 

To  Mdse 


Fol. 


Deposited  in  Ontario  Bank, 

$1200.00 

Bank  Dr 

To  Cash 


Note.  — Be  sure  to  rule  and 
foot  at  base  of  each  page 
and  carry  amounts  for- 
ward. 


Sundries 


75  34  J 39 


7534  94 


I 

Cash  Mdse 


75 


FOKM  OF  SmOLE  ENTRY  JOURNAE. 


Toronto,  Oct.  i,  19 


Student.  Cr. 

Commences  business  investing  as  follows  : 

Store  and  Lot  valued  at 

Horse  and  Wagon  valued  at 

Cash  per  C.  B ... 

I. 

Smith  & Brown.  Cr. 

Bot.  of  them  on  acct. , 15  days,  goods  per 
inv.  No.  I. 


' I. 

A.  Ballantyne.  Dr. 

Sold  him  on  acct. : 

2 ch.  [.  Tea,  70  lbs.  70c 

2 ch.  B.  M 60  M @ 50c 

2. 

Mrs.  J.  Adams.  Dr. 

Sold  her  on  acct. : 

10  lbs.  A.  Sugar  @ lie 

1 I!  J.  Tea  @ 85c 

2 M j.  Coffee  @ 28c 

2. 

Smith,  Brown  & Co.  Cr. 

Bot.  on  acct.  goods  per  inv.  No.  2. 


Sundries 

Total 

$ 3225 

00 

$ 2500 

00 

225 

00 

500 

00 

787 

50 

84 

00 

49 

00 

35 

00 

2 

51 

I 

10 

85 

56 

256 

50 

SING^LE  ENTRY  STATEMENT. 


RESOURCES 


LIABILITIES 


Personal  Acets.  per  Ledger. 
Cash  on  hand  per  C.  B ... 

Mdse,  inventory  

Real  Estate  inventory 

Horse  and  Wagon  valued  at 
Notes  on  hand  per  B.  B.. . . , 
Notes  outstanding  


961 

270 


225 


00 


I 165 


50 


Total  Resources S4093  32 

II  Liabilities 732  00 

Present  Worth , . . . .$3361  32 

Present  Worth 3361  32 

Net  Investment 3225  00 


S 4093 


32 


732 


00 


Net  Gain | 136  32 

Entries  necessary  to  change  Ledger  to 
Double  Entry  form  : 

Cash Dr. 

Mdse . Dr. 

Real  Estate Dr. 

Expense Dr. 

Bills  Rec Dr. 

Bills  Pay Cr. 

Proprietor Cr. 


961 

270 

2500 

225 

119 

165 

136 


17 

72 

00 

00 

50 

50 

32 


/ 


f 


. / 


'i' 


> 


■y  , 
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•• 

CENTRAL  BUSINESS  COLLEGE 

i Book-keeping  and  Business  Forms. 

SINGLE  ENTRY  NO.  2. 

Student  will  write  up  carefully  the  following  bubiness  in  Sing’e  Entry 
Journal,  using  Cash  Book  and  Bill  Books  on  y as  Auxiliary  Books.  After 
posting,  the  Books  are  to  be  closed  with  a view  to  changing  them  into 
! Double  Entry.  (Keep  Bank  Acct.) 

j PROVISION  BUSINESS. 

NOVEMBER  I,  1 9.... 

’ Commences  business  this  day  with  the  following  resources  and  lia- 
bilities : — 

Resources:  Cash  on  hand,  $3,000;  on  deposit  in  Ontario  Bank, 
$4,000  ; TOO  bbls.  Flour,  at  $8  ; A.  D.  Green’s  note,  dated  Oct. 
3rd  last,  at  30  days,  $200;  A.  H.  King  owes  on  account  $500. 
Liabilities:  Your  note  in  favor  of  Geo.  White,  dated  Aug  13,  last, 

, at  90  days,  payable  at  Imperial  Bank,  with  accured  interest, 

i $500.  Due  Hunter  ife  Co.,  on  account,  $375. 

2.  Buy  of  White  Bros.,  on  account,  50  bbls.  Pork,  at  $15  ; 25  bbls. 

Beef,  at  $i  7.25. 

3.  Give  Hunter  & Co.,  your  cheque  on  Ontario  Bank,  to  apply  on  ac- 

count, $100.  (J.) 

Sell  O.  W.  Osborne,  on  account,  25  bbls.  Flour,  at  $9;  15  bbls. 
Pork,  at  S16.50. 

4.  Deposit  cash  in  Ontario  Bank,  $500. 

Sell  for  cash  15  bbls.  Beef,  at  $18.75, 

5.  Buy  of  J.  J.  Bedford,  on  your  note  at  15  days,  50  bbls.  Beef,  at 

$17.25. 

6.  Receive  cash  for  a note  due  to-day. 

Pay  White  Bros , cash  on  account,  I500. 

7.  Sell  R.  J.  Hamilton,  20  bbls.  Beef,  at  $18.50;  25  bbls.  Flour,  at 

$9.  Receive  cash,  $300.  Balance  on  account. 

8.  Pay  cash  for  set  of  Office  Books  and  Stationery,  $25. 

9.  Receive  cash  of  O.  W.  Osborne,  on  account,  $250. 

TO.  Deposit  cash  in  Ontario  Bank,  $1000. 

II.  Sell  H.  A.  Patterson,  on  his  note  at  60  day®,  25  bbls.  Pork,  at 
$16.25. 


12.  Bay  a Safe  for  office  use,  and  pay  for  same  by  cheque  on  Ontario 

Bank,  S225. 

Receive  cash  A.  H.  King,  on  account,  $200. 

13.  Buy  for  cash,  25  bbls.  Pork,  at  Si 5. 

14.  Sell  O.  W.  Osborne,  25  bbls.  Beef,  at  S18.50;  25  bbls.  F.our,  at 

S9  25.  Receive  his  note  at  10  days,  with  interest,  payable  at 
Traders’  Bank,  '§^00.  Balance  on  account. 

Your  note  and  the  interest  upon  it,  due  to-day,  has  been  charged  to 
your  account  at  Ontario  Bank. 

15.  Sell  for  cash,  10  bbls.  Pork,  at  S16.50. 

16.  Draw  cash  from  the  business  for  your  private  use,  S50. 

17.  Sell  B.  C Kent,  15  bbls.  Beef,  at  S18  50;  10  bbls.  Pork,  at  $16.25. 

Receive  cash,  S150,  and  his  note  at  60  days,  payable  at 
Traders’  Bank,  for  balance. 

18.  Give  White  Bros,  your  cheque  on  Ontario  Bank,  to  apply  on  ac- 

count, S300. 

20.  Sell  for  cash,  10  bbls.  Flour,  at  $9.25  ; 5 bbls.  Pork,  at  $16  25. 

21.  Buy  of  White  Bros.,  on  account,  25  bbls.  Beef,  at  $17.25. 

22.  Receive  cash  of  A.  H.  King,  to  balance  account,  $300. 

23.  Buy  of  J.  J.  Bedford,  on  your  note  at  25  days,  payable  at  Ontario 

Bank,  50  bbls.  Pork,  at  $15. 

R.  J.  Hamilton  has  compromised  with  his  creditors  at  25%.  Settle 
his  account  on  that  basis,  receiving  cash. 

Pay  your  note  due  to-day  in  cash. 

24.  Receive  cash  of  O.  W.  Osborne,  on  account,  $222.50. 

Get  H.  A:  Patterson’s  note,  received  nth  inst.,  discounted  at  The 
Ontario  Bank,  and  receive  cash  for  the  proceeds. 

26.  Sell  D.  Ml  Samson,  on  account,  20  bbls.  Pork,  at  $16.25  i bbls. 

Beef,  at  $18.50. 

27.  Receive  cash  for  a note,  with  interest,  due  to-day. 

28.  Pay  Salaries,  $50,  and  Rent  of  Store,  $50,  in  cash. 

INVENTORIES,  NOVEMBER  30,  19.... 

15  bbls.  Flour,  at  $8 ; 40  bbls.  Pork,  at  $15  ; 15  bbls.  Beef,  at  $17.25. 
Office  Safe,  valued  at  cost. 

Balance  and  rule  up  the  Cash  Book.  In  posting,  give  Bank  Account 
one-half  of  a page  space;  other  accounts  one-third  of  a page.  After 
posting,  proceed  to  change  the  books  to  Double  Entry,  according  to  the 
instructions  given  in  the  previous  work. 

After  the  necessary  steps  have  been  taken  to  change  the  Ledger  to 
Double  Entry,  take  a Trial  Balance,  to  be  siti'e  that  your  Ledger  is  in 
balance  before  proceeding  with  December. 
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Correspondence  Department 

CENTRAL  BUSINESS  COLLEGE. 

'Book -kee])in^’  and  Business  I^'onns. 

MEMORANDA  FOR  DECEMBER. 

The  student  will  continue  the  business  of  the  preceding  month  after 
idmitting  Geo.  H.  White  and  W.  L).  Bell  as  equal  partners.  Instead  of 
Uing  the  ordinary  Journal  and  Cash  Book,  the  work  will  be  r-corded  in 
I Columnar  Journal,  which  will  be  found  among  the  blanks  supplied, 
j This  Journal  combines  in  it  the  offices  of  the  Invoice  Book,  Cash 
Dook  and  Sales  Book,  and  the  particular  advantage  it  affords  is  in  post- 
ing the  results  periodically  to  the  Ledger.  'This  is  done  by  carrying  the 
totals  of  the  several  columns  to  their  respective  accounts  in  the  Ledger, 
(ind  when  this  is  completed  properly  very  few  of  the  items  remain  to  be 
Carried  individually  from  the  Journal  to  the  Ledger, 
j I.  Admit  Geo.  H.  White  and  W.  1).  Bell  as  equal  {)artners  in  the  busi- 
I ness. 

I Geo.  H.  Wffiite  invests  A.  C.  Harper’s  note,  dated  Oct.  yth  last,  at 
I 6o  days,  with  interest,  81,200  ; Interest  accrued  to  date  at  6%, 

1 and  cash  to  make  his  investment  ecjual  to  the  Student’s  Pres- 

ent Worth  as  per  Ledger  to  date. 

W.  D.  Bell  invests  a note  made  by  Baird  Goodson,  dated  Nov. 
i6th  last,  at  90  days,  $1,500;  Discount  to  maturity  6%,  and 
cash  to  equalize  Present  Worth  or  Net  Investment. 

Sell  for  cash,  15  bbls.  Flour,  at  $9  25. 

Deposit  in  the  Ontario  Bank,  cash,  $12,000. 

2.  Buy  of  Cummings  & Co  , 300  bbls.  Beef,  $17.25  ; 50  bbls.  Pork,  at 

$15.  Give  in  payment,  your  note  at  10  days,  $5,175;  your 
. note  at  30  days,  $750;  both  notes  payable  at  the  Ontario 

Bank,  with  interest. 

Take  cut  policy  of  insurance  for  one  year  on  property  in  store, 
$10,000.  Pay  premium  at  ii%  in  cash. 

3.  Receive  cash  of  O.  W.  Osborne,  on  account,  $100. 

4.  Sell  Raymond  Bros.,  Guelph,  25  bbls.  Pork,  at  $16.25  1 ^5  bbls. 

Beef,  at  $18.50.  Receive  in  payment,  cash,  $168.75;  their 
note  at  20  days,  with  interest,  payable  at  the  Molsons’  Bank, 
Guelph,  $400.  Balance  on  account. 

6.  Deposit  cash  in  the  Ontario  Bank,  $500. 

Buy  of  H.  A.  Ferguson,  House  and  Lot,  300  Huron  St.,  for  $6,000. 


Assume  a mortgage  on  same  of  $2,000,  with  interest  accrued 
from  Oct.  4 last,  63  days,  and  pay  him  the  balance  by  cheque]^ 
on  Ontario  Bank. 

<j| 

Buy  500  bbls.  Flour,  at  $8,  and  pay  for  same  by  cheque  on  yourj 
Bank. 

8.  Pay  White  Bros.,  to  apply  on  account,  B.  C.  Kent’s  note  rec’d  17th 
ult.,  less  discount  to  maturity.  , 

Accept  a draft  at  10  days’  sight,  drawn  on  W.  1).  Bell  by  W.  Ding- 
man,  for  his  private  account,  $600. 

10.  Pay  cash  for  Coal  for  office  use,  $12.80. 

Receive  of  D.  M.  Samson,  to  apply  on  account,  his  cheque  on  Mer- 
chants’ Bank  of  Canada,  $310. 


1 1.  Sell  O.  W.  Osborne,  on  account,  200  bbls.  Flour,  at  $9.25  ; 100  bbls.  ^ 
Beef,  $18.50.  I 

A.  C.  Harper,  whose  note  White  invested  and  guaranteed  its  pay-  \ 
ment,  has  compromised  with  his  creditors  at  50°/^.  Receive 
cash  and  charge  the  deficiency  to  White’s  account.  I 


12.  Deposit  in  Bank,  Samson’s  cheque,  rece’d  loth  inst.  1 

i.  Pay  Hunter  & Co.  cash  to  balance  account.  , I 

Receive  cash  of  O.  W.  Osborne,  on  account,  $3,543.75-  5 

13.  Buy  of  Seymour  & Scott,  on  account,  250  bbls.  Pork,  at  $15. 

‘ Exchange  cheques  with  W.  E.  Small  for  his  accommodation  $500. 

His  cheqae  is  dated  i6th  inst. 

15.  Your  note  due  to-day,  with  interest,  has  been  charged.  . to  your  ac- 
count at  the  Ontario  Bank,  City. 

46.  Sell  for  cash,  100  bbls.  Beef,  at  $18.50.  . " ; . , -j 

( ^V.’'•E.  Small  being  unable  .to  .provide  for  the  cheque  rec’d  of  him 

•*-^i3th  inst.,  gives  you  his  note  at  10  days,  with  interest,. endorsed 
by  Morgan  &.  Wright.  - • ’ ’ , j 

18.  D.Mw  a draft  on  Raymond  Bros,  at  60  days,  for  $'ioo,  and  get  it  dis- 
counted at  Ontario  Bank,  receiving  .credit  for  the  proceeds.  . 

Sell  J).  M.  Samson, ;on  account,  150  bbls.  Pork,  at  $16/25':  100  bbls. 

, '•  Flour,  at  $9.25.;.' ' r;-  > '.  • 

Insure  t-he  House/ No.-  300  Huron  Sf.,  for  $4,000,.  afi'Y'/^,  for  one 
yPar.  Payp'reminjmunccash.  ' 

21.  RecHve’of  O.  W.  05bofnC^,'to  balance  account,  hrs  note  at  60  days 
for  $250.  p-  - - • 

' ' Accqjt  Seymour  & Scott’s' drdft  on' you  at  5 days’  sight,  .payable  at 

• * . *'  -t  • ^ j 

Ontario  Bank’’  to  appty  on  account,  $2,000.  . . ^ 

Pay  an  acceptance  due  to-day  in  cash. 


2 1.  Vour  note  due  to-day  has  been  charged  to  your  account  at  your 
Bank. 

23.  Student  and  Geo.  H.  White  doubting  the  responsibility  of  O.  W. 

Osborne,  whose  note  the  firm  holds,  W.  D.  Bell  offers  to  buy 
the  note  at  75  of  its  face,  which  offer  is  accepted.  Make  an 
entry  to  adjust  the  transaction. 

24.  Pay  White  Bros,  on  account,  -Si  00. 

26.  Buy  of  J.  J.  Bedford,  150  bbls.  Flour,  at  $8;  50  bbls.  Beef,  at 

^^17.25.  Cfive  him  your  note  at  60  days,  payable  at  Ontario 
Bank,  for  S500,  and  cheque  for  balance. 

1 Pay  cash  for  permanent  repairs  and  improvements  on  House,  No. 
300  Huron  St,  S575 

27.  Receive  cash  for  a note  due  to-day.  (See  B.  B.) 

28.  Sell  Raymond  Bros.,  200  bbls.  Flour,  at  IB9.25  ; 165  bbls.  Pork  at 

Si 6. 25.  Receive  their  note  at  30  days,  $2,000.  Balance  on 
account. 

Deposit  cash  in  the  Ontario  Bank,  ^5,000. 

Cummings  & Co.,  who  hold  your  note  for  S750,  given  them  on  the 
2nd  inst.,  offer  to  discount  S25  and  the  accrued  interest  if  yoii 
; 1 will  pay  it  to-day.  Accept  this  proposition  and  give  them  a 

. cheque  on  Ontario  Bank.  ' 

29.  Your  acceptanoe  due  to-day  has  been  charged  to  your  account  at 

your  Hank.  

Sell  the  House  and  Lot,  No.  300  Huron  St.,  to  Jas.  AV.  Foster  for 
16,500.  In  addition  to  this  price,  he  allows  you  for  the  per- 
manent repairs  and  improvements  paid  for  the  2.6th  inst.,  and 
also  $5  7.50  on  the  insurance  paid  i8th  inst.  He  assumes  in 
payment  the  mortgage  of  $2,000  and  accrued  interest; 
' gives  you  his  cheque  on  the  Imperial  Bank  for  $2,103.83,  and 

I a mortgage  upon  the  property  for  the  balance, 

j Receive  cash  for  a note  due  to-day. 

I 31.  Receive  cash  of  D.  M.  Samson,  to  balance  account,  $3,562.50. 

, Pay  Salaries  and  Rent  of  Store  in  cash,  $100. 

' Deposit  cash  in  Ontario  Bank,  $7,000. 

INVENTORIES,  DECEMBER  31,  19.... 

MDSE. — 150  bbls.  Flour,  at  $8;  140  bbls.  Beef,  at  $17.25. 

EXPENSE. — Insurance  unearned,  $137.50;  Office  Safe,  valued  at  5% 
i below  cost. 

; Post  and  make  out  a Balance  Sheet.  Close  the  Ledger  and  prove  the 


balances  as  heretofore  instructed.  Forward  your  books  and  proof  of  the 
balances  to  us  for  suggestion  and  approval. 

STUDY  THESE, QUESTIONS  FOR  REVIEW  CAREFULLY. 

^ What  is  the  distinguishing  feature  of  Single  Entry  Book- 
keeping ? “ To  what  extent  is  it  necessary  to  record  business  transactions 

in  Single  Entry?  '^What  books  are  generally  used?  ^What  additional 
books  are  sometimes  employed  ? " In  Single  Entry,  why  can  you  not 

show  in  detail  your  gains  and  losses  ? Flow  do  you  determine  your  Net 
Gain  or  Net  Loss?  MVhen  will  the  results  exhibit  a Net  I>oss? 

What  is  the  first  step  preparatory  to  changing  books  from  Single  to 
Double  Entry  ? ® The  second  step  ? Why  must  the  Present  Worth 

be  found  before  the  Net  Gain  or  Net  Loss  can  be  determined?  What 
additional  accounts  is  it  necessary  to  open  to  change  the  Ledger  to 
Double  Entry  ? What  is  the  final  step  to  place  the  Ledger  in  bal- 
ance ? Why  is  the  Ledger  then  in  balance  ? 

Miscellaneous. — From  what  sources  do  you  get  the  information  neces- 
sary to  make  out  a statement  of  the  Resources  and  Liabilities  ? Could 
you  find  your  Net  Gain  or  Net  I^oss  if  you  did  not  know  what  you  were 
worth  at  commencing?  Could  you  find  your  Present  Worth?  If  in 
making  out  the  statement  preparatory  to  changing  to  Double  Entry,  a 
resource  should  be  omitted,  how  would  it  affect  the  Net  Gain  ? What 
entry  wou'd  be  made  in  the  Double  Entry  books  to  correct  such  an 
ommission  ? 


INSTRUCTION  BY  MAIL 


Correspondence  ^ Department 

Central  Business  College,  Toronto 


The  Student  will  please  follow  closely  the  directions  given  in  the  accompanying  Instruc- 
tion Sheet  and  return  results  as  soon  as  possible. 


LESSON  NO. 

BOOK=KEEPINQ  AND  BUSINESS  FORMS. 


E’.A.RMEES’  SEO?. 


FARMERS’  SET. 


October  i,  19 — , Student  has  this  day  leased  the  farm  of  Farmer  Dob- 
son for  a term  of  five  years;  said  farm  being  Lot  No , in  the 

Concession  of , Township  of , in  the  County  of 

, in  the  Province  of  Ontario,  and  containing  One  Hundred 

Acres,  more  or  less. 

Student  agrees  to  pay  therefor  an  annual  rental  of  Two  Hundred  and 
Fifty  Dollars  of  lawful  money  of  Canada,  payable  yearly  on  the  first  day 
of  October  in  each  and  every  year  during  said  term,  the  first  payment  to 
become  due  on  the  first  day  of  October,  19 — . 

Student  further  agrees  to  put  on  the  farm  each  year,  permanent  im- 
provements to  the  value  of  Fifty  Dollars  and  to  pay  all  taxes  and  to 
perform  Statute  Labor;  to  keep  fences  and  building  in  repair;  and  to 
cut  no  timber  without  lessors  permission,  except  what  he  may  need  for 
fire-wood  or  threshing  purposes  on  the  farm. 

Student  also  agrees  to  summer-fallow  and  sufficiently  manure  each  year 
at  least  six  acres,  sowing  same  with  Fall  Wheat  and  seeding  down  with 
good,  clean  Timothy  and  Clover,  the  Timothy  being  sown  in  the  fall  and 
the  Clover  in  the  spring,  and  will  leave  nine  acres  of  Fall  Wheat  on  the 
farm  well  put  in  on  fallow  land  at  the  expiration  of  the  lease,  being  in 
consideration  of  getting  from  lessor,  with  demised  premises,  nine  aeres 
of  Fall  Wheat  on  fallow  fiand. 

Student  or  lessee  also  agrees  not  to  have  more  than  forty  acres  of 
grain  in  any  one  year  and  to  sell  no  hay  or  straw,  and  at  expiration  of 
lease  to  leave  straw  then  on  hand  for  lessor’s  benefit,  said  lessee  having 
received  straw  on  hand  when  taking  possession  of  said  premises. 

(Copy  above  in  Day  Book.  Secure  blank  form  of  lease  and  write  up 
carefully  and  correctly.) 

Student  will  open  up  books  in  Double  Entry  using  Journal  Day  Book 
and  Ledger  only.  He  may  keep  Single  Entry  form  of  Cash  Book  for 
first  part  of  the  set. 

Oct.  2.  Student  invests  resources  as  follows  : 

Six  stock  steers  valued  at  $35  each. 

P'our  cows  valued  at  $35  each. 

Four  calves  valued  at  $10  each. 

One  team  working  horses  valued  at  $200. 

Fifty  white  fowls  valued  at  20  cents  each. 

Tools  and  Implements  valued  at  $200. 

Cash  on  hand,  $400. 

(Open  accounts  for  Cattle,  Horses,  Poultry,  Tools  and  Implements.) 


3-  Bought  from  former  tenant  for  cash  : 20  tons  Hay  in  barn  at  $6  per 
ton  ; 300  bush.  Oats  at  30c.;  50  bush.  Peas  at  60c. 

(Open  accounts  for  Hay,  Oats  and  Peas.) 

14.  Finished  plowing  10  acres  intended  for  Pea  land  next  summer. 

Seven  days  for  horses,  $2  ; seven  days  for  man,  $1. 

(Debit  Pea  account  to  Horse  and  Labor  accounts.) 

15.  Withdraw  for  running  expenses,  cash  $12. 

22.  Bought  at  Jas.  Marlin’s  auction  sale,  i pr.  Bob-sleighs,  $16  : i Hay 
Rack,  $4.  Paid  for  same  in  cash,  receiving  5°/^  discount. 

(Do  not  open  Interest  or  Discount  accounts  here.) 

Nov.  2.  Finished  plowing  18  acres  intended  for  Oat  crop.  Ten  days 
for  man  and  team. 


3.  Insured  contents  of  building  in  the  Perth  Mutual  Fire  Insurance  Co. 

for  $740  for  I year  at  premium.  Paid  agent’s  fee  $1. 

4.  Sold  60  lbs.  of  Butter  at  17c.,  taking  groceries  for  the  same. 

5.  Paid  premium  on  Life  Insurance  Policy,  $29. 

6.  Got  50  bush.  Oats  crushed  for  horses,  allowing  miller  to  take  toll. 

Oats  valued  at  30c.  (Debit  Horse  account.) 

14.  Finished  plowing  six  acres  intended  for  summer-fallow.  Four  days 

for  man  and  team.  (Debit  Wheat  account.) 

15.  Bought  for  cash.  20  bush.  Manitoba  Frozen  Wheat  at  50c.  per  bush. 

to  be  used  as  chicken  feed. 


16.  Hauled  stones  to  repair  yard  for  half  day  with  man  and  team.  Bot. 
lumber  for  new  pump  platform,  $1.  (Debit  Jas.  Dobson.) 

18.  Withdraw  for  running  expenses,  $8. 

19.  Brought  home  Sleighs  and  Wagon  Rack  bought  at  Martin’s  sale. 

Half  day  for  man  *and  team. 

21.  Repaired  fence  around  Wheat  field,  one  day  for  man. 

Dec.  I.  Bought  from  Jas.  Dobson  for  $50  the  timber  on  two  acres  of 
Bush  land,  payable  May  i. 

15.  Bought  at  Oatmeal  mill  two  tons  of  Oat  seeds  at  $6  per  ton,  to  be 

used  for  cattle  feed,  paying  cash.  Hauling  above  one  day  for 
man  and  team. 

16.  Withdraw  for  running  expenses,  $13. 

30.  Have  fed  up  to  date  3 tons  of  Hay  to  Horses  and  two  tons  to  Cattle 
at  $6  per  ton. 

Paid  Jones  & Smith  for  cutting  40  cords  of  long  wood  at  70c.,  20 
cords  of  short  wood  at  45c.;  10  cords  of  Bass  wood  for  head- 
ing at  60c.;  and  40  Elm  saw  logs  at  i2j4c. 

Jan.  3.  Received  from  Secretary  of  School  Board  payment  for  20  cords 
short  wood  at  $2.  Team  and  man  4 days  hauling  the  same. 


23-  Received  from  Alex.  Mustard,  saw  miller,  payment  for  12  M.  Soft 
Elm  logs  at  $5  and  reserved  $10  of  .same  for  running  expenses. 
Man  and  team  were  8 days  hauling  logs. 

Feb.  4.  Paid  George  White  cash  for  half  day  for  crushing  grain,  $2. 

One  half  of  meal  for  cattle  and  other  half  for  horses.  As 
nearly  as  we  can  estimate  there  were  200  bush,  of  Oats 
crushed.  (Charge  to  Horses  and  Cattle  accounts.) 

13.  Received  payment  for  10  cords  Heading  delivered  at  Salt  Works  at 
82,50.  Man  and  team  were  3 days  hauling  same. 

25.  Got  50  bush.  Peas  crushed  at  mill  for  Cattle,  paying  7c.  per  cwt.  for 
crushing.  Peas  are  now  worth  65c.  per  bush. 

27.  Received  payment  from  John  Hamilton  for  20  cords  hard  wood  de- 

livered at  83.  Five  days  hauling  man  and  team. 

28.  Bought  for  cash,  i bbl.  Salt  for  Cattle  at  81.25  ; also  bought  a Daisy 

Churn,  85.  Paid  Jas.  McDonald,  blacksmith,  for  horseshoeing 
up  to  date,  84.25.  Paid  Dr.  Brown  his  bill,  87,  ^Withdrew 
for  running  expenses,  814- 

Mar.  3.  Received  payment  for  20  cords  wood  delivered  at  Salt  Block  at 
82  per  cord.  Five  days  hauling. 

4.  Paid  Geo.  White  half  day  cutting  straw  for  cattle,  82. 

15.  Finished  pruning  orchard;  10  days’  work  for  man  at  81.25,  James 

Dobson  to  pay  half  counting  it  as  permanent  improvement, 
(Open  Orchard  account.) 

16.  Bought  for  cash  one  ton  of  Bran  for  cattle,  812. 

20.  Hauled  for  Jas.  Dobson,  150  Cedar  Posts  at  3c.  (Credit  Horse 

account  and  Labor  account  each  for  one-half.) 

y 

21.  Paid  Peter  Schmidt  for  two  months  work,  825. 

(Post  up  books  and  take  Trial  Balance.) 

(Student  will  now  use  Double  Entry  Cash  Book.) 

Apr.  I.  Bought  of  Robert  Scott,  Seed  Merchant,  for  cash  : 16  bush. 

Mummy  Peas  at  65c.;  40  bush.  Banner  Oats  at  40c.;  i bush. 
Clover  seed  at  87. 

I.  Bought  of  agent  of  Massey,  Harris  tfc  Co.,  on  my  note  at  5 mos.,  one 
Wisner  Seed  Drill  combined,  865. 

3.  Got  50  bush,  of  Oats  remaining  in  granary  crushed  for  horses,  allow- 
ing miller  to  take  toll.  Oats  for  feeding  purposes  are  now 
worth  35c. 

10.  Finish  sowing  8 acres  of  Peas  on  land  plowed  last  fall.  Three  days 
for  one  man  and  team. 

19.  Finished  sowing  20  acres  Oats.  Seven  days  for  man  and  team. 


(Two  acres  of  this  land  were  plowed  fur  Peas  last  fall,  therefore 
debit  Oat  account  for  plowing  same  at  $2  per  acre.) 

19.  Cleared  land  on  farm  for  this  season  is  divided  as  follows  : Wheat, 

9 acres;  Peas,  8 acres;  Oats,  20  acres;  Summer  Fallow,  6 
acres;  Hay,  20  acres;  Pasture,  27  acres.  (As  the  rent,  in- 
cluding improvements,  amounts  to  S300,  the  student  will  now 
debit  Orchard  account  with  ^30  and  each  kind  of  crop  with  its 
share  of  balance,  charging  land  under  fallow  to  Wheat  ac- 
count. 

20.  Bought  for  cash,  10  bush.  Manitoba  Wheat  at  60c.  for  chicken  feed. 
25.  Withdrew  for  running  expenses,  811. 

29.  Boarded  H.  Good  for  24  meals  at  15c.  per  meal  while  v/orking  for 

Jas.  Dobson.  (Credit  Expense.) 

May  I.  Paid  Jas.  Dobson  850  due  to-day  for  timber  as  agreed. 

2.  Finished  building  for  Jas.  Dobson  100  rods  “ Aveiy”  Patent  Fence 
at  15c.  per  rod. 

4.  Sold  for  cash  to  T.  Ballantyne  & Co.,  2 fat  Steers  weighing  2,680 
lbs.  at  S){c.  per  lb.,  and  a fat  Cow  weighing  1,220  lbs.  at  4j^c. 
Withdraw  817  of  the  money  received  for  running  expenses. 
(In  all  cattle  transactions  credit  labor  81  per  head  for  deliver- 
ing and  the  same  for  buying,  if  not  otherwise  stated.) 

It  Bought  two  Cows  for  cash  at  840  each. 

20.  Finished  picking  stones  off  Hay  land.  Two  days  for  team  and  four 
days  for  man. 

23.  Turned  Cattle  out  to  grass  to-day.  Have  fed  them  since  New  Year’s 
8 tons  of  Hay  at  $6.  (Debit  Horses  with  remaining  7 tons, 
including  balance  on  hand.) 

31.  Debit  Cattle  to  pasture  for  13  head  for  8 days  at  5c.  per  head  each, 
per  day. 

June  I.  Bought  from  James  Stark  5 Stock  Steers  at  $40  per  head,  pay- 
ing half  cash,  balance  on  note  at  3 months. 

15.  Took  from  horse  bin  5 bush,  crushed  Oats  to  feed  Poultry,  Meal 
worth  ic.  per  lb. 

20.  Received  from  creamery  for  cream  sent  during  May,  $16,  and  re- 

tained same  for  running  expenses. 

21.  Finished  cutting  thistles  in  Pea  field,  3 days,  in  Oat  field,  5 days,  at 

$1.25. 

26  Finished  hauling  manure  on  fallow.  Team  3 days  at  $2,  labor  6 
days  at  $1.25. 

30.  Plowing  and  harrowing  fallow  to  date.  Team  4 days  at  $2,  labor 

4 days  at  $1.25. 


30.  Pastured  i8  head  of  Cattle  for  month  of  June  at  $i  50  per  month, 

Also  team  of  Horses  for  15  days  at  $2  per  month  each. 

July  I.  Withdrew  for  holiday  expenses,  $10. 

20.  Received  payment  from  creamery  for  150  inches  Cream  sent  during 
June,  testing  no.  Butter  for  month  was  sold  at  i8)4c.  per 
lb.,  and  proprietors  of  creamery  received  3 /4c.  per  lb.  for 
manufacturing.  (When  Cream  tests  100  it  makes  one  pound 
of  Butter.) 

20.  Sold  to  T.  Ballantyne  & Co.  for  cash,  3 fat  Steers  averaging  1,300 

each,  at  5c.  per  lb.,  buyer  taking  away  Cattle  in  this  case. 

M Paid  Schmidt  $25  on  his  wages. 

21.  Finished  Haying.  Horse,  to  days  at  $2;  Labor,  25  days  at  $1.25. 
24.  Sold  $3.25  worth  of  Cherries  and  bought  Groceries  with  the  same. 
26.  Finibhed  gang  ploughing  and  harrowing  fallow.  Team,  2j4  days  at 

$2.  Labor,  2j4  days  at  $1.50. 

31.  Pastured  15  head  of  Cattle  for  i month  and  3 head  for  ^ of  month 

at  ,|i.  50. 

Aug.  5.  Finished  Wheat  Harvest.  Time  spent,  Horses  4 days  at  $2  ; 
Labor,  6 days  at  $1.50. 

19.  Finished  Pea  Harvest.  ij4  days  for  Horses  at  I2  ; ii  days  Labor, 
pulling,  hauling,  etc.,  at  $1.50. 

21.  Received  from  Creamery  for  July,  I.19.30,  and  retained  same  for 

running  expenses. 

22.  Sold  10  bbls.  Summer  Apples  at  75c.  per  bbl.  Labor,  15c.  per  bbl. 

for  picking  ; Horses,  loc.  per  bbl.  for  hauling. 

26.  Finished  Oat  Harvest.  2^^  days  for  Horses  at  $2  ; 8 days  Labor 
at  Sr. 50. 

II  Paid  R.  Henderson  for  cutting  nine  ucres  Wheat  and  twenty  acres 
Oats  with  binder  at  $i  per  acre. 

31.  Pastured  15  head  of  Cattle  for  i month  at  S1.50. 

Sept.  4.  Paid  Notes  due  to-day,  $165.  , 

5.  Paid  for  threshing  season’s  crop,  S15,  proportioned  as  follows: 

Wheat,  S5  ; Oats,  $7  ; Peas,  I3  ; also  fifteen  days  Labor  at 
Si. 50  to  be  repaid  to  neighbors.  (Divide  among  different 
grains  in  the  S'’,me  proportions  as  cash  paid  for  threshing.) 

II  Bought  for  cash,  i bush,  't'imoihy  Seed  at  S2.50. 

II.  Finished  sowing  9 acres  Fall  Wheat.  Total  time  spent  hauling 
manure,  plowing,  harrowing  and  sowing,  ten  days  for  team  at 
S2  ; twelve  days  for  man  at  Si. 25. 

14.  Sold  for  cash  to  Balantyne  & Co.,  6 fat  Steers  averaging  1,180  lbs., 
at  4j^c.  per  lb. 


1 6.  Sold  at  barn  for  seed,  receiving  cash  for  same,  loo  bush.  Red  Claw- 
son Wheat  at  85c.  and  50  bush.  Surprise  at  80c. 

18.  Sold  on  trees  for  cash,  16  bbls.  Fall  Apples  at  81.25  per  bbl. 
n Finished  some  ditching  for  Jas.  Dobson  to  make  up  balance  due  for 
permanent  improvements,  818.15. 

20.  Received  cash  from  creamery  for  August,  818.20. 

22.  Settled  grocer’s  bill,  836.75,  having  received  credit  for  eggs  sold 

during  summer,  831.25  ; paid  balance  in  cash.  (Have  allowed 
eggs  used  in  house  during  summer  to  pay  for  labor  in  connec- 
tion with  poultry.) 

23.  Paid  blacksmith’s  bill,  horseshoeing,  82.10  Repairs  to  tools  and 

implements,  83.80. 

24.  Paid  taxes,  826.70.  Insurance  premium  in  Perth  Mutual,  83.70. 

30.  Paid  Schmidt  his  wages  up  to  date,  865.  Received  from  creamery 

for  September,  813.95. 

IT  Have  fed  to  horses  since  haying  2}^  tons  Hay  at  86.  Sold  for  cash 
Apples  remaining  in  orchard,  845.  Pastured  duiing  September 
9 cattle  for  i month,  and  6 cattle  for  month  at  $1.50  each 
per  month.  Paid  James  Dobson  one  year’s  rent,  8250. 

INVENTORY,  SEPTEMBER  30,  190.... 


Horses — One  Team  valued  at 8200.00 

Cattle — Five  Cows  at  835  each 175.00 

Four  Yearlings  at  822 88.00 

P'ive  Calves  at  810 50.00 

Hay — 35  tons  at  86  per  ton ' 210.00 

Wheat — 140  bush,  at  80c 112.00 

Oats — 1,000  bush,  at  30c 300.00 

Peas — 250  bush,  at  60c 150.00 

Pasture  remaining  useful,  worth 15.00 

Tools  and  Implements  valued  at 250.00 

Poultry — 70  Leghorn  Fowls  at  20c.  each 14.00 
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INSTRUCTION  BY  MAIL 


Correspondence  Department 

Central  Business  College,  Toronto 


The  Student  will  please  follow  closely  the  directions  given  in  the  accompanying  Instruc- 
tion Sheet  and  return  results  as  soon  as  possible. 


LESSON  NO 

BOOK=KEEPINQ  AND  BUSINESS  FORMS. 
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COMMISSION  BUSINESS. 


The  records  for  this  business  will  be  kept  in  the  Journal  Day  Book, 
Cash  Book  and  Commission  Saks  Book  used  for  original  entry. 

The  Comnii>sion  Sales  Book  is  used  to  contain  the  record  of  all  con- 
signments received  to  be  sold  on  account  and  risk  of  consignor.  As 
in  the  Cash  Book  the  left  page  represents  the  debit  side  of  the  consign- 
ment account,  the  right  page  the  credit  side.  Each  item  written  in  this 
book  either  debits  or  credits  the  Consignment,  v\hile  provision  is  made 
for  showing  the  corresponding  debit  or  credit  account. 

Posting  from  this  book  is  similar  to  that  from  the  Cash  Book,  with  the 
exception  that  when  the  Consignment  is  closed  the  debit  and  credit 
totals  need  not  be  carried  into  the  Ledger,  because  they  are  equal  and 
so  cannot  effect  the  Balance  Sheet. 

The  system  of  checking  items  from  one  book  to  another  to  avoid  post- 
ing such  items  the  second  time  is  again  introduced.  It  is  advised  that 
the  Student  will  use  the  initials  to  represent  the  books  instead  of  the 
ordinary  check  mark,  thus  : v. 

DECEMBER,  190.... 

1.  Commence  a general  Shipping  and  Commission  Business,  investing 

cash,  $3,500.  (C.  B.) 

2.  Receive  from  Wm.  1).  Harper,  Chatham,  to  sell  on  his  account,  1,000 

bush.  White  Oats.  Pay  Freight  on  same  in  cash,  $65. 

Note. — Enter  in  Commission  Sales  Book  and  Cash  Book,  and  check  the  entries. 
Give  each  Consignment  one-half  of  a page  space  in  the  C.  S.  Book.  Cash 
is  checked  in  the  C.  S.  Book  and  omitted  in  posting,  because  the  entry  in  the 
Cash  Book  credits  Cash  ; and  Harper’s  Consignment  is  checked  in  the  Cash 
Book  and  omitted  in  posting,  because  the  entry  in  the  C.  S.  Book  debits 
Harper’s  Consignment  ; otherwise  these  accounts  would  be  posted  twice. 

3.  Sell  M.  B.  Sharp,,  on  account,  from  Harper’s  Consignment,  400  bush. 

W,  Oats,  at  45c. 

Note.  — Making  this  entry  on  the  right  hand  side  of  the  C.  S.  Book  credits  the 
Consignment  and  debits  M.  B.  Sharp. 

Buy  of  J.  D.  Simpson,  500  bbls.  Apples,  at  $2.  Give  him  in  pay- 
ment your  note  at  10  days,  $600.  Balance  on  account. 

Pay  cash  for  set  of  Office  Books,  $18.75. 

5.  Ship  L.  Collins,  Montreal,  to  be  sold  on  your  account,  250  bbls. 

Apples,  at  $2.  Pay  Cartage  on  same  in  cash,  $5. 

6.  Receive  from  J.  Livingstone,  Seaforth,  to  sell  on  his  account,  500 

bush.  Red  Wheat  Pay  Freight  on  same  in  cash,  $50.  (C.  S. 

B,  and  C.  B.  and  check  the  entries.) 

Sell  S.  E.  Hall,  on  account,  from  Harper’s  Consignment,  600  bush. 
W.  Oats,  at  47c. 


Close  W.  D.  Harper’s  Consignment,  and  render  an  account  of  same. 
Storage,  ic.  per  bush., ’$io ; Commission,  2%  on  sales,  $9.24. 
Net  proceeds  credited,  $377.76. 

Note. — Rule  a sheet  of  paper,  and  write  up  the  form  of  this  Account  of  Sales. 
Have  same  inspected  and  checked.  Rule  up  the  Consignments  in  the  Sales 
Book  as  soon  as  they  are  closed. 

8.  Sell  for  cash,  50  bbls.  Apples,  at  $2.25. 

Receive  from  Harding  & Bradshaw,  Stratford,  to  sell  on  their  ac- 
count, 400  bbls.  of  Flour.  (S.  B.) 

9.  Receive  cash  of  M.  B.  Sharp,  on  account,  $80. 

Sell  Geo.  Smith,  for  cash,  from  Livingstone’s  Consignment,  200  bush- 
R.  Wheat,  at  $1.37^. 

10.  Pay  J.  D.  Simpson,  cash  on  account,  $200.  (C.  B.) 

Sell  M.  B.  Sharp,  on  account,  at  10  days,  from  Harding  & Brad- 
shaw’s Consignment,  100  bbls.  Flour,  at  $7.75. 

11.  Receive  cash  of  S.  E.  Hall,  on  account,  $182. 

Buy  of  Jas.  P.  King,  on  account,  300  bush.  Potatoes,  at  65c. 

Pay  cash  for  Cooperage  on  Flour  belonging  to  Harding  & Brad- 
shaw’s Consignment,  $3.75. 

12.  Sell  P,  J.  Small,  for  cash,  from  Livingstone’s  Consignment,  300  bush. 

R.  Wheat,  at  $1.37^.  / 

Close  J.  Livingstone’s  Consignment,  and  render  an  account  of  same. 
Storage,  2^c.  per  bush.;  Commission,  2%  on  sales.  Net  pro- 
ceeds remitted  in  cash. 

13.  Receive  from  L.  Collins  an  account  of  the  shipment  made  him  5th 

instant,  with  cash  for  your  net  proceeds,  $634.50. 

Student  draws  cash  for  private  use,  $50. 

Sell  Jno.  Hall,  from  Harding  & Bradshaw’s  Consignment,  100  bbls. 
Flour,  at  $8.  Receive  cash,  $300.  Balance  on  account  at  15 
days.  Charge  whole  Bill  in  C.  S.  B.  and  credit  for  Cash  in  C.  B. 

15.  Ship  A.  G.  Scott,  Kingston,  to  be  sold  on  your  account,  200  bush. 

Potatoes,  at  65c.  Pay  Cartage  in  cash,  $3.25. 

Note. — Write  up  on  foolscap  paper  the  form  for  this  Invoice  of  Shipment. 
Have  same  checked  by  teacher. 

Pay  Book-keeper  cash,  to  apply  on  Salary,  $25. 

Remit  Harding  & Bradshaw,  for  cash  sale  made  from  their  Consign- 
ment, 13th  instant,  $300. 

16.  Pay  your  note  due  to-day  in  cash,  $600. 

18.  Receive  from  Henry  Baker,  Goderich,  to  sell  on  his  account,  500 

doz.  Eggs.  Pay  Express  charges  in  cash,  $6.25.' 

19.  Remit  W.  1).  Harper  cash  in  full  for  his  net  proceeds,  as  per  Account 

Sales,  6th  instant,  $377.76. 


Sell  for  cash,  50  bush.  Potatoes,  at  75c. 

Pay  J.  P.  King  cash  on  account,  $50. 

Sell  to  Geo.  Lent,  for  cash,  from  Baker’s  Consignment,  200  doz. 
Eggs,  at  1 8c. 

20.  Sell  A.  D.  Vance,  on  his  note  at  30  days,  from  Harding  & Brad- 
shaw’s Consignment,  200  bbls.  Flour,  at  $8. 

Close  Harding  &:  Bradshaw’s  Consignment,  and  render  an  account 
of  same.  Storage,  8c.  per  bbl.  ; Commission,  2%  of  sales.  Bal- 
ance to  H.  & B.’s  credit  due  by  equation  Jan.  9th. 

Note. — You  are  required  to  work  this  equation  to  verify  the  result  as  given 
above.  See  your  Arithmetic  for  instruction  in  Equation  of  Accounts. 

Receive  cash  of  M.  B.  Sharp,  in  full  of  account,  $875. 

You  may  now  balance  your  Cash  Book.  Cash  on  hand,  $4,078.97. 
Next  post  the  foregoing  entries  from  the  various  books,  after  which  take 
a Trial  Balance.  Remember  that  Cash  and  all  unclosed  Consignments 
must  be  entered  in  the  Trial  Balance  before  it  will  prove. 

In  the  Trial  Balance  given  below,  a portion  only  of  the  amounts  are 
extended,  the  student  being  required  to  complete  the  extensions,  as  well 
as  to  verify  those  which  are  given,  from  his  own  books.  After  complet- 
ing the  Trial  Balance,  continue  the  business  to ‘the  end  of  December, 
when  you  will  make  out  a Balance  Sheet  and  close  the  I.edger. 


TRIAL  BALANGB,  DECEMBER  20,  190.... 


Student 

$ 50 

S3500 

Mdse 

1195 

780 

Expense 

J.  D.  Simuson 

Storage  

.S4 

50 

Commission  

86 

47 

S.  E.  Hall 

Ship’t  to  L.  Collins,  Montreal 

505 

634 

50 

J.  P.  King ; 

Harding  & Bradshaw 

J-  Hall 

Bills  Receivable 

Ship’t  to  A.  G.  Scott,  Kingston 

133 

25 

Henry  Baker’s  Con 

Cash 

4078 

97 

$8637 

97 

8637 

97 

DECEMBER,  190.... 

21.  Ship  Dewar  & Co.,  Montreal,  to  be  sold  on  your  account,  100  bbls. 
Apples,  at  $2. 


2 2.  Receive  from  Patterson,  Hall  & Co.,  Brantford,  to  sell  on  their  ac- 
count, 200  bush.  Clover  Seed.  Pay  freight  in  cash,  $15 

23.  Receive  from  A.  G.  Scott  an  account  of  the  shipment  made  him 

15th  inst.  Net  proceeds  placed  to  your  credit,  $121.75. 
Receive  cash  of  Tno.  Hall,  on  account,  $300. 

24.  Remit  Harding  & Bradshaw  cash,  for  balance  due  them  on  their 

Consignment,  $2775.75,  less  discount  to  equated  time  of  pay- 
ment, Jan.  9. 

Receive  from  Wm.  D.  Harper,  to  sell  on  his  account  (2d  Consign- 
ment), 3000  bu.  White  Wheat.  Pay  freight  in  cash,  $330. 

24.  Buy  of  Jas.  C.  Jennings,  on  your  note  at  60  days,  800  bu.  Corn,  at 
70c. 

Pay  J.  D.  Simpson  cash,  in  full  of  account,  $200. 

Sell  French  & Small,  for  cash,  from  Patterson,  Hall  & Co’s.  Con- 
signment, 100  bu.  Clover  Seed,  at  $5. 

Close  Patterson,  Hall  & Co’s.  Consignment,  (100  bu.  Clover  Seed 
remaining  unsold),  and  render  an  account  of  same.  Storage, 
2j4c.  per  bu.;  Commission,  2%  of  sa^es.  Net  proceeds  re- 
mitted in  cash. 

Note.  — Make  a niemorandum  simply,  on  the  credit  side  of  the  Consignment,  of 
the  100  bu.  unsold.  Next  close  and  rule  up  the  Consignment,  and  then 
enter,  below  the  ruling  on  the  debit  side,  the  memorandum  of  the  ico  bu. 
unsold.  y 

26.  Sell  for  cash,  50  bu.  Potatoes,  at  78c. 

Ship  O.  W.  Scott,  Peterboro,  to  be  sold  on  your  account,  800  bu. 
Corn,  at  70c.  Pay  insurance  $5,  and  labor  on  same,  $3.10 
in  cash. 

27.  A.  G.  Scott  remits  you  cash,  to  balance  his  account,  $121.75. 

Pay  cash  for  re-packing  300  doz.  Eggs,  belonging  to  Baker’s  Consign- 
ment, $1.25. 

Pay  J.  P.  King  cash  on  account  $45. 

28.  Sell  Jas.  Kent,  for  cash,  285  doz.  Eggs,  from  Baker’s  Consignment, 

at  17  c. 

15  doz.  Eggs  belonging  to  Baker’s  Consignment  were  broken. 

Close  Baker’s  Consignment,  and  render  an  account  of  same.  Com- 
mission, 2%  of  sales.  Net  proceeds  remitted  in  cash. 

28.  Sell  M.  B.  Sharp,  on  account,  100  bbls.  Apples,  at  $2.40. 

Prepay  your  note  of  24th  inst.,  favor  James  C.  Jennings,  in  cash,  less 
discount. 

29.  Sell  I )ay&  Trevor,  on  their  note  at  15  days,  from  Harper’s  Con. 

No.  2,  250  bu.  W.  Wheat,  at  $1.25. 


30.  Receive  from  Dewar  & Co.  an  account  of  the  shipment  made  them 
2ist  inst.  Net  proceeds  remitted  in  cash,  ^224. 50. 

A.  D.  Vance  prepays  his  note  of  20th  inst.  in  cash,  less  discount. 

Sell  Chas.  G.  Nixon,  from  Patterson,  Hall  & Co’s.  Consignment, 
100  bu.  Clover  Seed,  at  S5.  Receive  his  check  on  Bank  of 
Hamilton,  $200.  Balance  on  account. 

Close  Patterson,  Hall  & Co’s.  Consignment,  and  render  an  account 
of  same.  Storage,  2%c.  per  bu..  Commission,  2%  of  sales. 
Remit  cash  to  them  8200,  and  place  the  balance  of  the  net 
proceeds  to  their  credit. 

Pay  Book-keeper  balance  due  on  month’s  salary,  825,  and  Ware- 
house rent,  850,  in  cash. 

Receive  cash  of  S.  E.  Hall,  to  balance  account,  8100. 

INVENTORY,  DECEMBER  31,  HO.... 

Shipment  to  O.  W.  S.,  Peterboro 8568.10 

You  may  now  balance  your  Cash  Book  Post  and  make  out  a 
Balance  Sheet  and  close  the  Ledger. 

After  closing  the  Ledger  and  proving  your  balances,  present  your 
books,  with  a proof  of  the  Ledger  balances,  to  the  teacher  for  in- 
spection. 

Questions  for  Review. 

AVhat  does  this  illustrate?  'What  Books  are  employed?  ^Are 
they  used  as  principal  or  auxiliary  books?  MVhat  entries  are  made  in 
the  Sales  Book?  ^In  the  Cash  Book?  “In  the  Journal? 

"Why  are  Cash  and  Consignments  checke’d  and  omitted  in  posting 
when  they  appear  in  any  other  books  than  the  Cash  Book  and  Sales 
Book?  ^ In  posting  from  the  Cash  Book  and  Sales  Book,  how  is  the 
work  to  be  performed?  “Why  must  unclosed  Consignments  and  the 
balance  of  cash  on  hand  be  entered  in  the  Balance  Sheet  ? 


Correspondence  Department 


LESSON  NO. 


JOINT  STOCK  COMPANIES. 

A Joint  Stock  Company  is  an  association  of  individuals  who  have 
uTed  and  who  have  obtained  incorporation  under  the  Dominion  or 
Plvincial  Governments  for  the  purpose  of  carrying  on  an  undertaking 
\Jch  would  require  a larger  amount  of  capital  than  any  one  person 
\\|]ld  be  able  or  willing  to  risk.  The  express  intention  of  the  Company 
iJo  make  a profit  for  the  members  who  subscribe  and  pay  for  shares  in 
t|  Capital  Stock,  and  are  thus  called  Stockholders  or  Shareholders.  The 
olect  may  be  to  mine  or  manufacture,  to  trade,  to  print,  to  do  banking 
ol.nsurance  business,  etc.,  or  in  general  to  do  what  an  individual  may  do. 
jfhe  document  issued  by  the  Government  under  the  Great  Seal  sets 
fl;h  the  powers  and  privileges  granted,  and  is  called  a Charter  or  Letters 
1 ;ent.  It  forms  a contract  between  the  Country  or  Province  and  the 
( rporation. 

AHien  a number  of  persons  desire  to  enter  into  a busness,  as  banking, 
^uoading,  or  any  enterprise  in  which  the  public  are  specially  interested 
i|s  necessary  to  apply  direct  to  Parliament  for  incorporation,  but  when 
L'nercanlile  or  manufacturing  buisness  is  to  be  carried  on,  incorporation 
y now  be  secured  under  the  new  Joint  Stock  Companies  Act,  subject 
ly  to  the  sanction  of  the  Governor  in  Council. 

The  first  steps  to  be  takeu  in  the  organization  of  a company  are : 
i(i).  To  advertise  in  the  Gazette  or  Hanzard  that  it  is  the  intention  to 
jply  to  the  Provincial  or  Dominion  Government  for  Letters  Patent  of 
orporation.  This  notice  must  appear  for  four  weeks  or  longer. 

2).  To  issue  a prospectus,  which  must  give  full  particulars  regarding 
re  Company  to  be  organized. 

f(3).  To  secure  a number  of  signatures  to  the 'Stock  Book  (not  less 
ian  five). 

; (4).  To  apply  to  the  Governm.ent  for  Charter.  There  must  be  five 
iiplicants. 

(5) .  On  receiving  Charter  to  call  a meeting  of  the  provisional  directors 
id  proceed  to  allot  stock  and  otherwise  push  the  organization  of  the 
ompany. 

(6) .  To  get  out  by-laws,  rules,  etc.,  for  the  government  and  manage- 
ent  of  the  Company. 

(7) .  To  secure  sufficient  subscribers  and  enough  paid  up  capital  to 
2gin  business. 

(8) .  To  call  a general  meeting  of  all  stockholders,  elect  regular 
ficers,  and  push  the  regular  business  or  undertaking. 


The  Capital  Stock  of  every  company  is  divided  into  a number  of 
equal  portions  called  Shures.  In  larger  comanies  the  amounts  are  Sioo 
each,  in  smaller  local  companies  they  run  S50,  $25,  $10,  or  even  |i. 

Authorized  Capital  is  the  amount  allowed  by  Charter  of  the  Com- 
pany as  the  maximum  limit  of  stock  that  can  be  taken  up.  This  may  be 
increased  by  obtaining  a supplementary  charter. 

Subscribed  Stock  is  the  amount  the  shareholders  have  signed  for — 
the  amount  of  stock  taken  up.  It  may  be  all  the  authorized  capital  ora 
very  small  portion  of  it. 

Paid  up  Capital  is  the  actual  working  or  Cash  Capital  of  the  Com- 
pany. It  may  be  10%  of  Subscribed  Capital  or  it  may  be  more  or  even 
less.  It  is  made  up  of  “Calls”  upon  stockholders  to  pay  a certain  part 
of  their  Subscribed  Capital  from  time  to  time. 


FORMS  AND  BOOKS. 

The  Forms  and  Books  used  in  conducting  the  affairs  of  a Joint  Stock 
Company  are  : 


I.  Prospectus. 

2. 

Stock  List  or  Book. 

3.  By-laws. 

4- 

Minute  Book. 

5.  Instalment  Book  or  List. 

6. 

Instalment  Script. 

7.  Stock  Certificate. 

8. 

Transfer  Book. 

9.  Journal. 

10. 

Cash  Book. 

II.  General  Ledger. 

12. 

Stock  Ledger. 

13.  Trial  Balance. 

14. 

Dividend  Book. 

15.  Statements  of  Resources  and  Liabilities,  Profit  and  Loss,  etc. 

PROSPECTUS. 

This  form  must  give  full  particulars  of  the  proposed  Company  and 
must  show  : 

(a)  The  Name  of  the  Company. 

(b)  The  Amount  of  Capital  and  its  division  into  shares,  with  value. 

(c)  The  Names  of  the  Provisional  Officers. 

(d)  The  Nature  of  the  Undertaking  or  Business. 

(e)  The  Advantages  to  be  gained  by  Stockholders. 

(/)  The  Conditions  on  which  the  stock  is  sold  and  the  terms  of  pay- 
ment. 
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FORM  OF  STOCK  CERTIFICATE. 
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The  first  accounts  in  General  Ledger  are  Capital  Stock  Account  and  those  of  the  original  subscril^ers  for  stock.  The  first  is  a per- 
manent credit,  only  affected  when  the  Capital  Stock  is  increased  or  diminished,  the  latter  close  as  soon  as  all  calls  are  paid  in.  In  the 
event  of  the  Ledger  being  closed  before  all  calls  are  paid  or  stock  is  fully  paid  up,  we  close  the  Shareholders  accounts  “ By  Balance, as 
any  other  personal  account  showing  a debit  to  the  Company.  The  General  Ledger  contains  all  other  accounts  pertaining  to  the  busi- 
ness of  the  Company,  and  when  closed  requires  the  use  of  a Loss  and  Gain  account  as  in  all  other  Ledgers. 


Correspondence  Department 

Central  Business  College,  Toronto 


LESSON  NO 


BOOK=KEEPINQ  AND  BUSINESS  FORMS. 


Book-keeping  and  Bnsiness  Forms. 


JOINT  STOCK  SET. 

THE  AVON  CREAMERY  COMPANY,  L’T’D. 


W.  H.  Shaw,  P.  Bradshaw,  John  McMillan,  Alex.  McLaren  and  Stu- 
dent become  Provisional  Directors  and  undertake  the  organization  of  a 
Joint  Stock  Company  to  build  a factory  and  to  conduct  a Creamery 
Business  in  the  vicinity  of  Stratford,  Ontario. 

Books  are  to  be  kept  in  Double  Entry  with  Journal  and  Cash  Book  as 
books  of  original  entry.  All  other  necessary  books  and  forms  as  Auxiliary 
books. 

Mar.  I.  Notice  of  the  intention  of  the  above  parties  to  apply  to  the 
Lieutenant-Governor  of  Ontario,  in  Council,  for  Letters  Patent  to  incor- 
porate them  as  a Joint  Stock  Company,  has  been  published  in  The  On- 
tario Gazette  for  four  consecutive  weeks. 

(Student  will  write  out  copy  of  such  notice  and  hie  with  all  forms  used 
in  this  set.  See  sample  copies  of  Letters  Patent  and  examine  different 
forms  of  Notices  in  copies  of  Gazette  found  in  College  offices.) 

Mar.  31.  Business  completed  to  date  in  reference  to  organizations,  etc., 
has  been  as  follows  : 

(a)  The  Directors  issued  a Prospectus  showing  Capital  to  be 

$5000.00,  in  shares  of  $100.00  each,  and  providing  for  Calls 
as  follows  : The  first  call  of  10%  on  allotment  of  stock  ; 

second  call  of  40%  on  May  ist;  third  call  of  25%  on  May 
26th,  and  the  balance,  or  25%,  at  the  call  of  Directors. 

They  made  formal  application  for  Letters  Patent  or  Charter 
and  in  due  time  received  the  same.  Usual  fee  was  de- 
posited with  application. 

(b)  The  Stock  book  was  opened  and  the  following  shares  allotted 

by  Directors  to  respective  subscribers  : 

W.  H.  Shaw Five  shares,  $500 


P.  Bradshaw. m n 500 

John  McMillan n m 500 

Alex.  McLaren Three  m 300 

Student n n 300 

John  Brown m m 300 

W.  J.  Ferguson n m 300 

R.  Harding m m 300 


Total,  $3000 


Elnter  properly  in  Journal  and  open  accounts  in  General  Led- 
ger and  in  Stock  Ledger. 


(Student  will  draw  up  proper  form  of  Stock  Rook  ; enter 
above  subscriptions  and  file  with  other  forms.) 


(c)  The  first  call  of  io%  has  been  paid  by  all  in  Cash.  Enter  in 
C.  B.  and  post  to  Ledgers. 

The  followung  persons  were  elected  officers  : 

President W.  H.  Shaw*. 

Vice-President P.  Bradshaw^. 

Secretary-Treasurer Student. 

Directors. . . . John  McMillan,  A.  McLaren 
and  W.  J.  Ferguson. 

Mar.  24.  An  account  was  opened  at  the  Merchants  Bank,  W.  C.  Young, 
Manager,  and  $300.00  was  deposited.  (Keep  Bank  ac. 
count.) 

II  II  The  offer  of  Peter  Brunner  of  one  acre  of  land  for  Factory 
site  was  accepted.  The  deed  w'as  duly  executed,  and  the 
price,  $200.00,  was  paid  by  cheque  on  the  Merchants  Bank. 

II  II  The  account  of  R.  Harding,  solicitor,  for  Charter  Fees  $ 

paid  by  him,  and  for  services,  $10.00,  was  paid  by  cheque. 


-I  Thos.  Orr  & Sons’  offer  to  build  a factory  30x50,  tw'o  storeys 
high  with  stone  basement,  as  per  specifications  and  plans 
prepared  by  them,  was  accepted  payable  $500.00  when 
w'ork  is  completed,  and  $400.00  in  three  months. 

II  The  offer  of  T.  Holliday  & Co.,  of  Stratford,  to  furnish  and 
fit  up  the  factory  with  engine,  boiler,  shafting  and  machin- 
ery, and  all  appliances — a complete  outfit  for  the  manufac- 
ture of  butter,  was  accepted,  payable  $600.00  on  the 
completion  of  the  w’ork,  and  $1000.00  in  six  months. 

May  I.  Received  in  cash  the  following  sums,  being  second  call  on 
subscribed  stock:  W.  H.  Shaw,  $200.00;  P.  Bradshaw, 

$200.00;  John  McMillan,  $200.00;  Alex.  McLaern, 
$120.00;  Student,  $120.00;  John  Brown,  $120.00;  W.  J. 
Ferguson,  $120.00;  R.  Harding,  $12000.  (Student  will 
write  out  copy  of  Instalment  Script  or  Receipt  for  Call  No. 
I,  also  for  Call  No.  2,  in  favor  of  John  McMillan.) 

II  II  Deposited  in  Bank  $1200  00. 


I!  10  The  following  bil  s were  passed  by  the  Directors,  initialed, 
and  ordered  to  be  paid  by  cheques  on  Merchants  Bank  : 


J.  Kenner,  Books  and  Stationery.  . .$37.50 

Herald  Printing  Co,  Printing 41.40 

Student,  Salary  as  Secretary 22.20 


II  II  T.  Orr  & Sons  having  completed  their  contract  for  building 
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satisfactorily,  were  paid  $500.00  by  cheque,  and  a note  at 
three  months  for  balance,  $400.00. 

May  20.  Engaged  James  Davis  as  butter  maker  for  the  season,  at 
$40.00  per  month,  payable  monthly,  to  begin  June  i. 

n n Agreed  with  W.  J.  Forbes  to  gather  the  cream  from  the  pat- 
rons at  the  rate  of  J^c.  per  inch,  payable  monthly. 

II  II  Entered  into  a contract  with  Fred.  Baker  for  the  sale  to  him 
of  all  our  buttermilk,  at  i^c.  per  gal.,  to  be  paid  monthly. 

II  II  T.  Holliday  iS:  Co.  having  completed  their  contract  for  ma- 
chinery and  appliances  satisfactorily,  were  paid  by  cheque 
$600.00,  and  note  at  six  months  for  balance. 


II  II 


II  II 


II  II 


26. 


II  II 

II  30. 
June  30. 

II  II 

July  I. 

II  20. 
II  25. 

II  28. 


It  was  agreed  to  pay  the  Secretary  (Student)  $50.00  per  month 
salary  while  the  factory  was  in  operation  ; he  to  keep  the 
books  and  attend  to  all  business  of  the  Company. 

Bought  of  J.  Clark  & Co.,  Goderich,  as  per  invoice,  supplies 
of  dairy  salt,  tubs,  etc.,  on  account,  $130.00. 

Bought  of  Jas.  Park  .S:  Sons,  St,  Lawrence  Market,  Toronto, 
60,000  parchment  wrappers,  per  invoice,  $113.00, 

Received  in  cash  the  following  sums,  being  third  call  on  sub- 
scribed stock;  W.  H.  Shaw,  $125.00;  P.  Bradshaw, 
$12500;  John  McMillan,  $125.00;  Alex.  Mcl.aren, 
$75.00;  Student,  $75.00;  John  Brown,  $7500;  W.  J. 
PTrguson,  $75.00 ; R.  Harding,  $75.00.  (Student  will 
write  out  receipt  for  Call  3,  favor  of  John  McMillan.) 

Deposit  in  Bank  $700  00. 

Paid  freight  and  cartage  on  invoices  of  J.  Clark  & Co.  and 
James  Park  & Son  in  cash  $3.50. 

Withdrew  from  Bank  $608.75. 

Paid  to  patrons,  as  per  Cream  Register,  for  month  of  June, 
$549.41.  Also  paid  James  Davis,  wages,  $40.00.  W.  J. 
Forbes,  for  drawing  cream,  $19.34. 

Received  from  F.  Baker,  his  cheque  for  buttermilk  for  the 
month  of  June,  2900  gals.  i^c.  per  gallon,  $50.75. 

Sold  James  Park  & Son,  St.  I.awrence  Market,  Toronto,  2000 
lbs.  tub  butter  at  20  cents,  $400,00;  1868  lbs.  butter,  in 
pound  prints,  at  25  cents,  $467.00. 

Drew  on  Park  & Son  at  sight  for  balance  of  account,  and  had 
same  discounted  at  Bank.  Face  of  draft  $754;  Discount 
$1.  Proceeds  credited  to  Company’s  account. 

Paid  James  Wilton  for  20  cords  of  wood  at  $2.50  per  cord, 
by  order  of  the  Directors. 
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I 


July 


Aug. 


X Sept. 


M 


M 


II 


Oct. 


II 


II 


30.  Withdrew  from  Bank  S765.00. 

31.  Received  from  F.  Baker  cash  for  buttermilk  for  July,  S65. 63. 
II  Paid  to  patrons,  as  per  Register  for  July,  $700.00;  James 

Davis,  as  wages,  $40.00  ; J.  Forbes  for  drawing  cream, 
$25.00. 

2.  Sold  James  Park  & Son  3000  lbs.  of  butter  in  tubs  at  20c.; 
2000  lbs.  in  pound  prints,  at  24c. 

12.  Received  cheque  from  Park  &:  Son,  $1080.00,  for  invoice  of 

butter  shipped  them  Aug.  2. 

II  Deposited  in  Bank,  $1145.63. 

13.  Paid  our  note  favor  of  T.  Orr  & Sons,  due  to-day,  by  cheque 

on  Bank,  $400.00. 

31.  Withdrew  from  Bank,  $692.00. 

II  Sold  Park  & Son,  Toronto,  2700  lbs.  of  butter  in  tubs,  at  21c.; 
1800  lbs.  of  butter  in  pound  prints,  at  25c. 

II  Paid  patrons,  as  per  Register  for  August,  $630.00  ; James 
Davis,  wages,  $40.00;  W.  J,  Forbes  for  drawing  cream 
$25.00. 

I.  Received  from  F.  Baker,  cheque  for  buttermilk  for  August, 
$59.07. 

10.  Drew  on  Jas.  Park  & Son,  at  sight,  draft  for  balance,  and 
had  same  discounted  at  Bank.  Face  of  draft  $1017.00; 
Discount,  $1.25.  Proceeds  placed  to  the  Company’s 
credit. 

30.  John  Brown  has  transferred  his  stock  to  ^Vm.  Alexander. 
Three  shares.  Nos.  22,  23  and  24,  as  per  transfer  No.  i, 
sanctioned  by  the  Directors.  (Student  will  write  out  Certi- 
ficate of  Transfer  and  file  it.) 

II  Withdrew  from  Bank  $656.25. 

■I  Paid  patrons  $595.00,  as  per  Register  for  September.  Paid 
Jas.  Davis,  wages,  $40.00  ; W.  J.  Forbes  for  drawing  cream, 
$21.25. 

I.  Received  from  F.  Baker,  his  cheque  for  buttermilk  for  Sept., 
$51.88. 

5.  Sold  to  James  Park  & Son.  Toronto,  4200  lbs.  butter  in 
pound  prints,  at  26c.,  $1092.00. 

20.  Drew  on  James  Park  & Son,  at  sight,  for  amount  of  invoice  of 
5th  inst,  and  had  draft  discounted  at  Bank.  Face  of  draft 
$1092.00;  Discount  $1.25.  Proceeds  placed  to  the  Com- 
pany’s credit. 
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It 

It 


II 


It 


II 


Nov. 


I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 


31.  Bought  salt,  tubs  and  other  supplies  from  J.  Clark  Co., 
Goderich,  $50.00,  as  per  invoice. 

II  Withdrew  from  Bank,  $620.00. 

II  Remitted  to  James  Clark  & Co.,  cheque  on  Bank,  $130.00, 
for  invoice  of  May  20th. 

II  Paid  to  patrons,  as  per  Cream  Register,  for  month  of  October, 
$560.00.  Also  paid  James  Davis,  wage‘s,  $40.00;  W.  J. 
Forbes,  for  drawing  cream,  $20.00. 

II  Paid  Student,  Secretary,  by  cheque  on  Bank,  four  mos.  salary 
at  $50.00  per  month,  $200.00. 

31.  Paid  freight  and  cartage  on  invoice  of  supplies  from  J.  Clark 
& Co.,  $1.90. 

31.  The  fourth  call  on  subscribed  capital  of  25%  was  made,  pay- 
able on  December  i,  190-. 

2.  Received  from  F.  Baker,  his  cheque  for  buttermilk,  3150  gals. 

at  i^c.  per  gal.,  for  the  month  of  October. 

It  Deposited  F.  Bakers  cheque  in  Bank  $55.13. 

5.  Sold  Park  & Son,  Toronto,  3000  lbs.  of  butter  in  pound  prints, 
at  24c.  per  lb  , $720.00. 

II  Sold  Henry  Gibson,  Stratford,  for  cash,  1000  lbs.  butter  for 
cooking,  at  8c.,  $80.00. 

8.  Deposited  in  Bank,  cash  $80,00. 

II  Drew  on  Park  & Son  at  sight,  the  amount  of  shipment  of  the 
5th  inst.,  and  had  same  discounted  at  Bank.  Face  of  draft 
$720.00;  Discount  $1.  Proceeds  credited. 

23.  Paid  our  note  in  favor  of  T.  Holliday  & Co.,  dated  May  20th, 
due  to-day,  $1000.00  by  cheque. 

25.  Sold  James  Park  & Son  2500  lbs.  of  butter  in  pound  prints,  at 

30c.,  $75o-oo- 

26.  Received  from  F.  Baker  his  cheque  for  buttermilk  for  Nov., 

$38.22. 

II  Remitted  to  Jas.  Clark  & Co.,  Goderich,  cheque  to  balance, 
$50.00. 

II  Withdrew  from  Bank,  $475  00. 

It  Paid  patrons,  as  per  Register  for  November,  $400  00 ; James 
Davis,  wages,  $40.00;  W.  J.  Forbes  for  drawing  cream, 
$20.00. 

II  Drew  on  J.  Park  & Son  for  shipment  of  25th  inst.  Credited 
to  Company  in  Bank,  less  discount  Si. 

II  Paid  Student,  Secretary,  two  months’  salary  at  S50,  Sioo. 

Paid  Directors’  fees  : W.  H.  Shaw,  S20 ; P.  Bradshaw, 
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$20 ; W.  J.  Ferguson,  $20;  John  McMillan,  $20;  Alex. 
McLaren,  $20. 

Post  and  make  usual  Balance  Sheet.  Then  prepare  Special  Statement 
of  itemized  Profits  and  Losses  and  of  Resources  and  Liabilities  for 
Directors  and  members. 

Dec.  I.  At  a meeting  of  Directors  a Balance  Sheet  was  presented  by 

the  Secretary,  showing  a net  profit  of  $ , a bonus  of 

25%  was  declared  on  subscribed  stock,  as  per  resolution, 
minute  book  folio . 

” II  II  Gave  shareholders  cheques  on  Bank  for  25°/^  of  stock  sub- 
scribed, as  follows:  W.  H.  Shaw,  Si 25;  P.  Bradshaw, 

$125;  J.  McMillan,  S125;  A.  McLaren,  $75;  Student, 
^75  i Wrn.  Alexander,  S75  ; W.  J.  Ferguson,  S75;  R.  Har- 
ding, S75,  as  per  resolution. 

II  II  Received  from  the  following  shareholders  the  fourth  call  on 
their  stock,  as  follows:  W.  H.  Shaw,  ^125  ; P.  Bradshaw, 

S125;  J.  McMillan,  S125;  A.  McLaren,  S75  ; Student, 
$75  ; Wm.  Alexander,  $7 5 ; W.  J.  Ferguson,  I75  ; R. 
Harding,  S75. 

II  II  Paid  dividend  to  shareholders,  per  dividend  book,  folio , 

in  cash,  as  per  resolution  minute  book,  folio S300. 

II  II  Deposited  in  Bank  all  the  cash  on  hand,  S . 


INVENTORIES. 

Real  Estate,  estimated  at  cost Siioo. 

Plant,  Si 600,  less  Sioo  for  depreciation 1500 
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EXERCISES. 


EXERCISE  NO.  1. 

(1)  Jan.  I — R.  Benson,  AV.  Gordon,  E.  Hodgins,  A.  Gibson,  and 
A\b  Jeffrey  desire  to  become  incorporated  as  a Joint  Stock  Company 
to  be  known  as  “ The  Gordon  Purifier  Company,  Limited.”  Capi- 
tal Stock  $50,000,  in  500  shares  of  100  each.  State,  in  order,  what 
steps  would  be  taken  to  secure  incorporation. 

Mar.  I — The  Company  has  secured  Letters  Patent  and  the 
subscriptions  to  date  are  as  follows  : Bensen  50  shares,  Gordon  50 
shares,  Hodgins  100,  Gibson  120,  Jeffrey  75,  T.  King  10,  G.  Kay 
15- 

Mar.  2 — The  first  call  of  50  per  cent,  has  been  paid  by  all  sub- 
scribers in  cash. 

Mar.  5 — Benson  transfers  all  of  his  stock  to  J.  Fenton,  re- 
ceiving cash. 

Mar,  8 — T.  King  buys  20  shares  from  W.  Gibson. 

April  I — The  second  call  of  50  per  cent,  has  been  paid  by  all 
in  cash. 

April  10 — G.  Kay  sells  his  stock  to  D.  AVright  for  cash  at  a 
premium  10  per  cent. 

March  8 — W.  Jeffrey  sells  25  shares  of  his  stock  to  J.  AA^ay. 

Give  Journal  Entries  for  the  above  transactions,  and  show  the 
Stock  Ledger  and  General  Ledger  properly  posted. 

At  the  end  of  the  first  year  the  gain  is  shown  to  be  $5347. 
The  directors  declare  a Dividend  of  10  per  cent,  on  the  Paid-Up 
Capital  and  pass  the  balance  to  Reserve  Account  The  Dividend 
is  paid  in  cash.  Give  the  Journal  Entries  and  Posting. 

EXERCISE  NO.  2. 

(2)  T.  E.  Gibson  controls  a valuable  patent.  Being  without  the 
money  necessary  to  utilize  the  patent  he  interests  four  capitalists, 
J.  Crown,  R.  Bond,  C.  Robb  and  H.  Watt.  They  secure  incor- 
poration as  “The  Gibson  M’fg  Co.,  Limited,”  with  a capital  of 
$200,000.  The  Company  pays  Gibson  for  his  Patent  Right,  $75,000 
in  Paid-Up  Stock.  The  other  four  members  subscribe  for  $20,000 
worth  of  Stock  each  on  the  understanding  that  they  are  to  get  the 
stock  fully  paid  up  for  75  per  cent,  of  its  face  value,  which  amount 
they  pay  in  cash.  The  balance  of  the  Stock  they  place  upon  the 
market  and  sell  it  at  a premium  of  50  per  cent.  The  premium  is 
applied  to  wiping  out  the  organization  account. 

Give  the  Journal  Entries  for  the  Company’s  Books. 
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Correspondence  i Department 

Central  Business  College,  Toronto 


LESSON  NO 

BOOK=KEEPlNQ  AND  BUSINESS  FORMS. 


Book-keeping  and  Bnsiness  Forms. 


NO.  2— JOINT  STOCK  BOOK-KEEPING. 


AVON  CREAMERY  COMPANY,  LIMITED. 


SE^sonsT- 


CON DUCTING  A SECOND  FACTORY  AT  BROOKSDALE,  ONTARIO, 


In  beginning  the  work  of  the  second  season  the  Resources  and  Lia- 
bilities from  the  old  Ledger  or  Balance  Sheet  will  be  transferred  to  new 
Ledger  in  which  will  be  recorded  the  business  of  the  two  Factories 
during  second  term.  A separate  account  will  be  kept  with  “The  Avon 
Factory,”  and  “The  Brooksdale  Factory,”  in  order  to  show  Profits  made 
by  each  for  the  year. 

MEMORANDA. 

Jan.  lo.  At  the  Annual  General  Meeting  at  the  Company’s  office  the 
following  persons  were  elected  Directors  r Student,  W.  H. 
Shaw,  P.  Bradshaw,  A.  McLaren,  W.  J.  Ferguson  and  R. 
Harding. 

The  Auditors’  Report  was  adopted  and  ordered  to  be  engrossed 
in  the  minutes. 

At  the  Board  Meeting  which  followed  Student  was  elected 
President ; P.  Bradshaw,  Vice-President ; and  A.  McLaren, 
Secretary. 

The  accounts  of  the  Auditors,  C.  Packert,  $5,  and  P.  Jarvis, 
$5,  were  passed  and  ordered  to  be  paid  by  cheque. 

Mar.  20.  A meeting  of  the  Directors  was  held  at  the  Company’s  office 
and  the  offer  of  Andrew  Neil  was  considered.  He  offered 
his  factory  and  plant  with  complete  apparatus  for  carrying 
on  the  manufacture  of  Butter,  run  by  water  power,  and 
known  as  Brooksdale  Creamery,  at  $1200,  payable  $200 
cash,  $600  in  paid  up  stock  of  the  Company,  and  the  Com- 
pany to  assume  payment  of  a mortgage  of  I400  due  J.  S. 
Monteith,  Oct.  ist  next,  with  interest  at  7 per  cent,  from 
April  I St  next. 

The  offer  was  accepted  at  a valuation  of  $650  for  Real  Estate 
and  $550  for  plant.  Cheque  on  Bank  given  for  the  S200. 

The  $2000  of  stock  in  the  Company  heretofore  in  reserve  was 
offered  and  taken  as  follows  : Andrew  Neil  $600,  which 

was  fully  paid  up  in  his  deal  with  the  Company,  W.  H. 


Shaw  S200,  John  McMillan  Sioo,  P.  Bradshaw  S300,  R. 
Harding  8200,  A.  McLaren  $300,  Student  $100,  \V.  Alex- 
ander S200.  The  stock  was  subscribed  for  and"aMotted, 
payable  as  follows  : 25  per  cent;  at  time  of  subscription, 

25  per  cent,  on  July  ist,  the  remainder  at  the  call  of  the 
Directors.  The  first  calT  was  paid  in  casH.  It  was  also 
decided  to  remove -part  of  the  Avon  Plant,  as  per  schedule 
amounting  to  8150  not  required,  to  the  Brooksdale  Factory, 
to  make  a more  complete  outfit  there. 

May  I.  At  a meeting  of  the  Board  of  Directors  held  at  the  Company’s 
office  Janies- Davis  was  engaged  as- bu-ttermal<cr  for  Avon 
h^actory,  and  A.  Neil  for  Brooksdale  Factory,  at  840  per 
month  each.:,  -W.- J.  Forbes  agreed  -to  gather- the  cream  for 
, both  at  cent  per  inch,  and  the  buttermilk  of  Avon  Fac- 
Tory  was  sold  to  F.  Baker  for  the  season  at  i^c.  per  gal., 
and  that  of  Brooksdale  Factory  to  D.  Nolan  at  ij^c.  per 
gal.  at  the  factory,  payable  monthly.  The  Secretary  to.  be 
paid  850  per  month  for  conducting  the  business  'while  the 
factory  is  in  operation. 

(Keep  a Butter  Account,  a Plant  Account,  and  a Real  Estate 
Account  with  each  factory.) 

M 10.  Received  invoice  of  supplies  from  J.  Clark  Co,  Goderich, 
$300,  payable  in  60  days. 

Received  invoice  from  Park  ct  Son  for  wrappers,  $120.00, 
payable  in  30  days. 

Paid  freight  by  cheque  $8.40.  (Half  for  each  factory.) 

Bought  of  George  Bell  25  cords  of  wood  for  Avon  Factory  at 

, . $2.50  per  cord,  and  paid  for  same  by  cheque. 

M 12.  Factories  began  operations. 

M 26.  Shipped  to  Park  ik  Son,  Toronto,  1250  lbs.  Roll  Butter  from 
Avon  Factory  and  to8o  lbs.  from  Brooksdale  Factory,  at 
22c. 

(Account  for  each  Factory.)  . , 

■'  n 29.  Received  cheque  from  Park  & Son  for  amount  of  shipment  of 

‘ ‘ • 26th  inst, 

n 30.  Withdrew  from  Bank,  $120. 

II  31,  The  Board' of  Directors  met  and  passed  the  accounts  for  the 
month,  also  the  following  accounts — they  were  paid  in  cash  : 
Avon — Patrons,  $322.80;  gathering  cream,  $12.20;  wages, 
$24.00.  Brooksdale — Patrons,  $276.40  ; gathering  cream, 
$io!6o ; wages,  $24.00. 
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1.  Received  from  F.  Baker  his  cheque  for  844  gals,  of  buttermilk 

at  i^c.  per  gal.,  also  from  D.  Nolan  cheque  for  760  gals, 
at  I ^c.  per  gal. 

9.  Remitted  to  Park  & Son  cash  for  invoice  of  9th  ult.,  $120. 

25.  Shipped  to  Park  & Son,  from  Brooksdale,  1460  lbs.  Roll  But- 

ter at  24c.,  and  970  lbs.  Tub  Butter  at  20c.;  also  from  Avon 
Factory  1270  lbs.  Butter  in  rolls  and  918  lbs.  in  tubs  at 
same  price. 

28.  Received  from  Park  & Son  cash  for  shipment  of  25th  inst., 
$1032.80. 

30.  Directors  met  and  ordered  the  following  amounts  to  be  paid 

in  cash  : Avon — Patrons,  $415.28  ; wages,  $40  ; gathering 

cream,  $21.55.  Brooksdale — Patrons,  $481.92;  wages, 

$40;  gathering  cream,  $23.12. 

2.  Received  cheque  from  F.  Baker  for  1408  gals,  buttermilk  at 

i^c.  per  gal  , also  D.  Nolan  cheque  for  1540  gals,  at  i}4c. 
Deposited  cheques  in  Bank  together  with  cash  $202.80. 

The  second  call  of  25%  on  the  stock  was  paid  in  cash,  and 
the  amount  deposited  in  the  Bank. 

8.  Drew  cheque  on  Bank  and  remitted  it  to  J.  Clark  & Co., 
Goderich,  for  invoice  of  May  9th. 

23.  Shipped  Park  & Son,  from  Avon,  1780  lbs.  Roll  Butter  at  25c., 
and  1250  lbs.  Tub  Butter  at  21c.;  also  from  Brooksdale, 
1890  lbs.  Roll  Butter  and  1316  lbs.  Tub  Butter  at  same 
price. 

26.  Received  from  Park  & Son  cash  for  shipment  of  23rd  inst., 

$1456.36. 

31.  Directors  met  and  ordered  the  following  amounts  to  be  paid 

in  cash  : Avon — Patrons,  $482.60  ; wages,  $40  ; gathering 

cream,  $22.14.  Brooksdale — Patrons,  $460.35;  wages, 

$40;  gathering  cream,  $23.19. 

I.  Received  cash  from  F.  Baker  for  1618  gals,  buttermilk  at 
i^c.,  also  from  D.  Nolan  cash  for  1692  gals,  at  i^c.  per 
gal. 

25.  Shipped  Park  & Son  2280  lbs.  Butter  in  rolls  at  25c.  per  lb., 
and  i860  lbs.  Butter  in  tubs  from  Avon  at  19c.;  also  2192 
lbs.  Butter  in  rolls  and  1932  lbs.  Butter  in  tubs  from 
Brooksdale  at  same  price. 

28.  Received  from  Park  iS:  Son  cheque  for  shipment  of  25th  inst., 
$1838.48. 

30.  Directors  met  and  ordered  the  following  amounts  to  be  paid 


Aug. 

Sept. 


It 

It 


II 

II 


I 


Oct. 


II 


in  cash  : Avon — Patrons.  $460.65  ; vvages,  $40  ; gathering 

cream,  $2062.  Brooksdale — Patrons,  $421.73;  wages, 

$40;  gathering  cream,  $20. 

31.  Deposited  in  Bank,  $875. 

1.  Received  cash  from  F.  Baker  for  1580  ga^s.  of  buttermilk  at 

i^c.  per  gal.;  also  from  D.  Nolan  cash  for  1740  gals,  at 

I >^c. 

2.  Deposited  in  Bank,  $50. 

26.  Shipped  Park  & Son,  per  G.  T.  R.,  from  Avon,  2768  lbs.  Roll 
Butter  at  27c.,  and  1940  lbs.  Tub  Butter  at  20c.,  also  from 
Brooksdale  2440  lbs.  Roll  Butter  and  2160  lbs.  Tub  Butter 
at  same  price. 

29.  Received  from  Park  Son  cash  for  shipment  of  26th  inst. 

30.  The  Directors  met  and  ordered  the  payment  of  the  following  ; 

Mortgage  and  interest  in  favor  of  J.  S.  Monteith  by  cheque, 
the  others  paid  in  cash  : Avon — Patrons,  $421.62  ; wages 

$40;  gathering  cream,  $20.22.  Brooksdale — Patrons, 

$401.98;  wages,  $40;  gathering  cream,  $18.91. 

Deposited  in  Bank,  $868.63. 

I.  Received  cash  from  F.  Baker  for  2104  gals,  of  buttermilk  at 
i^c  , also  from  D.  Nolan  cash  for  2292  gals,  at  i^c.  per 
gal. 

28.  Shipped  Park  & Son  2881  lbs.  Butter  in  rolls  at  28c.,  and  3280 
lbs.  Butter  in  tubs  at  22c.,  from  Avon;  also  from  Brooks- 
dale 2550  lbs.  in  rolls  and  3560  lbs.  in  tubs  at  same  price. 

Received  from  Park  & Son  draft  on  Merchants  Bank  for  ship- 
ment of  28th  inst. 


I 31.  Directors  met  and  ordered  the  following  accounts  to  be  paid 
in  cash  : Avon — Patrons,  $602.18  ; wages,  $40;  gathering 

cream,  $24.68.  Brooksdale — Patrons,  $584.12;  wages, 
$40;  gathering  cream,  $18.95. 

Received  from  F.  Baker  cash  for  1685  gals,  of  buttermilk  at 
i^c.,  also  from  D.  Nolan  for  1622  gals,  at  i^c. 

Paid  A.  McLaren’s  salary  for  6]4  months  at  $50  per  month, 
by  cheque. 

Deposited  in  Bank  cash  on  hand. 

Paid  each  of  the  Directors  (except  the  Secretary),  by  cheque 
on  Bank,  their  fees  of  $20  each  for  the  season. 

Factories  closed  for  the  season. 

Write  off  for  depreciation  of  plant  from  Brooksdale  Plant  Account 
r $70;  from  Avon  Plant  Account,  $100.  Estimate  the  Real  Estate  of 


both  factories  at  its  value  according  to  the  account.  Take  off  a pre- 
liminary Balance  Sheet  to  estimate  the  profits.  ■ 'Submit  the  same  to  the 
Board  of  Directors  for  consideration.  You  will  now  proceed  to  pay  a 
dividend  of  25%  on  the  paid  up  Capital  by  cheques  on  Merchants’  Bank 
and  carry  the  balance  of  profits  to  Reserve  Fund  Account,  as  per  resolu- 
tion of  the  Board  of  Directors.  Close  your  books  ^and  make  out  state- 
ment of  losses  and  gains,  and  resources  and  liabilities,  having  them^  duly 
certified  to  by  the  Auditors,  and  you  are  ready  for  the  next  Annual 
General  Meeting  of  the  Shareholders,  at  which  . the  reports  will  be 
presented,  and  officers  elected  for  the  ensuing  year.' 
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EXERCISES. 


EXERCISE  NO.  1. 


Letters  Patent  have  been  secured  by  A.  B.  C.  D.  E.  & F.,  con- 
stituting them  “The  Rossville  Mining  Co.,  Limited,”  with  a capital 
stock  of  $90,000.  The  stock  is  subscribed  for  in  equal  amounts  by 
the  six  promoters.  Fully  paid-up  certificates  are  issued  on  payment 
of  90  per  cent,  in  cash,  the  balance  being  paid  for  in  service  ren- 
dered in  organizing. 

The  first  year’s  business  results  in  a loss  of  $35,000  which  has 
been  carried  to  Impairment  of  Capital  Account. 

It  is  decided  to  cancel  half  the  Stock  held  by  each  share- 
holder, and  return  the  share  to  the  Company,  thus  clearing  off  the 
Impairment.  The  balance  of  $10,000  is  devoted  to  the  reduction 
of  the  organization  account,  and  to  the  creating  of  a reserve  fund. 

The  returned  stock  is  sold  for  cash  at  par,  as  a preference 
stock. 

Give  the  Journal  Entries  for  the  Company’s  Books  and  show 
Stock  Ledger. 


EXERCISE  NO.  2. 

On  November  3,  1898,  Harry  Brown  made  application  for  50 
shares  in  the  Perth  Woollen  Mills  Co. 

Nov.  10.  He  was  allotted  25  shares. 

Nov.  15.  Paid  first  call  of  50  per  cent. 

Dec.  10.  Bot.  of  Archie  Tait  10  shares  (50%  paid  up.) 

Dec.  30.  Paid  second  call  of  25  per  cent. 

Jan.  31.  Sold  15  shares  to  Robert  Watson. 

Mar.  I Paid  third  call  of  25  per  cent. 

Mar.  15  Bought  20  shares  from  A.  Tait,  fully  paid  up. 

Show  Brown’s  account  in  firm’s  Stock  Ledger  properly  writ- 
ten up. 
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THE  JOURNAL. 


The  opening  entry  “Subscribers  to  Capital  Stock”  is  the  first  entry  of 
|ny  kind  made  in  Joint  Stock  Books.  By  it  we  debit  the  original  sub- 
Icribers  with  the  amount  of  their  subrcriptions,  and  place  at  the  credit 
()f  Capital  Stock  iVccount  the  total  of  these,  which  is  the  Nominal 
'apital  of  the  Company  until  the  calls  are  all  paid,  when  it  becomes  the 
leal  capital.  To  find  the  real  capital  of  the  Company  at  any  time  before 
[he  calls  are  paid,  we  deduct  from  the  amount  at  the  credit  of  the  Capital 
[Stock  the  several  sums  or  balances  standing  to  the  debit  of  the  share- 
laolders. 

Other  Journal  entries  for  transactions  not  posted  from  C.  B.  or  other 
[books  of  original  entry  must  be  made  as  in  ordinary  Journal.  A Journal 
Entry  must  be  made  in  transmitting  partially  paid  stock,  as  explained  in 
[Transfer  Book. 

We  also  make  Journal  Entry  for  distribution  of  Net  Profit  as  shown 
'by  the  Loss  and  Gain  Account,  debiting  Loss  and  Gain  to  Dividend 
Account  and  to  Rest  Account. 


SAMPLES  OF  JOURNAL  ENTRIES. 
June  I,  Shareholders  : 


John  Hallam,  Dr., 

500  shares. 

$50,000, 

J.  R.  Gowan,  Dr., 

500  shares. 

50,000, 

S.  J.  Parker,  Dr,, 

300  shares. 

30,000, 

A,  Waddell,  Dr., 

300  shares. 

30,000, 

Jas.  Trow,  Dr., 

400  shares. 

40,000. 

S.  S.  Fuller,  Dr., 

200  shares. 

20,000. 

To  Capital  Stock  Account  Cr.,  $220,000. 

Such  an  opening  entry  is  posted  to  the  General  Ledger  in  the  ordinary 
way.  At  the  same  time  the  Stockholder’s  or  Subscriber’s  Account  should 
be  opened  in  the  Stock  Ledger  in  readiness  for  entries  for  transfers  or 
for  calls  when  paid. 


ENTRY  IN  JOURNAL  WHEN  STOCK  IS  TRANSFERRED. 

July  25,  W.  H.  Shaw,  Dr.,  $7,5000. 

To  A.  Waddell,  $7,5000. 

This  is  posted  to  General  Ledger  in  the  ordinary  way.  Waddell  is 
also  debited  in  the  Stock  Ledger  with  the  amount  transferred  to  close 
his  account,  while  shaw  is  credited  with  the  same  amount. 

Dec.  31. — Suppose  business  to  have  prospered  and  all  accounts  were 
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closed  into  Loss  and  Gain  Account  showing  Net  Gain  of  $85,000.  This 
would  be  divided  between  Dividend  and  Rest  Account  thus  : 

Loss  and  Gain,  Dr.,  $85,000.  \ 

To  Rest  Account $15,000  - For  10%  Dividend  declared  at 

It  Dividend  No.  i . . . 70,000]  meeting  of  Directors  to-day. 

This  Rest  Account  represents  Surplus  Capital  which  may  be  built  up 
as  security  to  the  shareholders  or  to  be  used  in  unfavorable  periods  to 
equalize  the  Dividends.  It  is  credited  with  all  sums  carried  into  it  and 
debited  for  all  sums  drawn  from  it. 

STOCK  LEDGER. 

This  Ledger  contains  nothing  but  the  accounts  of  each  shareholder, 
showing  the  number  of  shares  of  Capiial  Stock  held  by  each,  and  the 
instalments  that  have  been  paid  upon  them.  These  results  are  shown 
on  the  credit  side  and  no  debits  occur  unless  stock  is  transferred  to  sub- 
sequent holders.  Before  all  calls  have  been  paid  in  the  aggregate  credits 
of  this  Ledger  and  the  amounts  at  the  debit  of  Stockholders  in  General 
Ledger  should  correspond  with  the  credit  of  Capital  Stock  in  General 
Ledger,  After  all  the  calls  have  been  paid,  the  aggregate  credit  of  this 
I.edger  should  agree  with  the  credit  of  Capital  Stock  Account  in  General 
Ledger. 

DIVIDEND  STOCK. 

In  an  unusually  prosperous  business  in  which  it  is  desirous  to  make  it 
appear  that  only  a reasonable  dividend  of  5%  or  6%  is  paid  it  is  quite 
customary  for  the  directors  to  declare  such  Dividend  and  place  a certain 
amount  to  Rest  Account,  of  which  the  public  is  informed,  and  then  to 
distribute  a Dividend  in  Stock,  of  which  the  public  is  not  informed. 
When  this  has  been  done  fora  number  of  years  the  Capital  Stock  will  be 
greatly  increased,  and  while  the  profits  on  the  original  Capital  (if  they 
were  known)  would  be  a very  large  Dividend,  this  profit  on  both  the 
Original  and  Dividend  Stock  would  appear  reasonable.  This  Dividend 
Stock  may  be  defined  as  a portion  of  the  Net  Profits  of  a Corporation  ^ 
represented  by  Stock  Certificates  and  issued  to  the  shareholders  instead 
of  a Cash  Dividend,  the  object  being  to  prevent  the  public  from  know- 
ing the  true  results  from  the  business. 

In  a Company  so  fortunate,  having  made  for  example  a profit  of 
$16,000  upon  a Capital  of  $100,000,  or  16%,  the  entry  to  distribute  the 
profits  if  7%  be  allowed  as  Cash  Dividend,  2%  for  Rest  Account,  the 
balance  in  Stock,  would  be  as  follow  : 

Loss  and  Gain,  Dr.,  $16,000. 


To  Dividend $7,000 

II  Rest 2.000 

II  Capital  Stock 7,000 
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FORM  OF  DIVIDEND  SHEET. 
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sales  of  new  stock.  To  secure  buyers  this  new  stock  is  allowed  the  preference  in  the  division  of  profits,  that  is,  a certain  per  cent, 
dividend  is  to  be  allowed  on  preferred  stock  whether  there  is  any  balance  or  not  to  apply  or.  the  other  stock.  Of  course  buyers  of  per- 
ferred  stock  have  a better  chance  of  securing  profits,  but  they  must  undertake  the  risk  of  there  being  no  profits  to  divide. 


GENERAL  QUESTIONS. 

1.  What  is  a Joint  Stock  Company? 

2.  What  is  a Charter  and  how  obtained? 

3.  State  clearly  how  to  organize  a Joint  Stock  Company. 

4.  What  is  meant  by  Capital  Stock  ? 

5.  Distinguish  Paid-up  Capital  and  Authorized  Capital. 

6.  Name  chief  forms  and  books  used  in  recording  the  business  of  a 
Joint  Stock  Company. 

7.  Describe  Prospectus  fully. 

8.  What  is  a Stock  List  ? Make  out  one  for  subscriptions  for  Capital 
Stock  of  the  Stratford  Flax  Mill  and  Binder  Twine  Company. 

9.  What  provisions  should  the  By-laws  of  the  Company  contain  ? 

10.  Show  the  importance  of  a Minute  Book. 

11.  State  use  of  Instalment  List.  Rule  up  suitable  form  for  same. 

12.  When  is  Instalment  Script  usedi  What  entries  are  made  when 
one  is  issued  ? 

13.  What  does  a Stock  Certificate  represent?  When  is  it  issued? 
Write  out  a certificate  for  60  shares  in  the  Hart  Manufacturing  Co.,  favor 
of  yourself. 

14.  Describe  Transfer  Book.  Explain  entries  to  be  made  when  (i) 
Stock  is  partially  paid  up.  (2)  When  Stock  transferred  is  fully  paid  up. 

15.  What  is  the  opening  entry  in  Journal  in  Joint  Stock  Books? 
What  other  entries  does  it  contain  ? 

16.  Describe  General  Ledger.  When  is  Capital  Stock  Account  in  it 
only  affected  ? 

17.  For  what  purpose  is  Stock  Ledger  used?  What  do  aggregate 
credits  of  Stock  Ledger  show  ? 

18.  Describe  a Dividend  Sheet.  When  used?  Rule  up  form  for 
same. 

19.  Explain  entry  made  in  Cash  Book  from  Dividend  Sheet. 

20.  Describe  Dividend  Stock.  When  is  it  usually  issued  ? Why  ? ^ 

21.  What  is  understood  by  Preferred  Stock?  When  is  it  generally 
issued  ? 


THE  JOURNAL. 


! The  opening  entry  “Subscribers  to  Capital  Stock”  is  the  first  entry  of 
I any  kind  made  in  Joint  Stock  Books.  By  it  we  debit  the  original  sub- 
1 scribers  with  the  amount  of  their  subrcriptions,  and  place  at  the  credit 
] of  Capital  Stock  Account  the  total  of  these,  which  is  the  Nominal 
■ Capital  of  the  Company  until  the  calls  are  all  paid,  when  it  becomes  the 
^ real  capital.  To  find  the  real  capital  of  the  Company  at  any  time  before 
i the  calls  are  paid,  we  deduct  from  the  amount  at  ihe  credit  of  the  Capital 
Stock  the  several  sums  or  balances  standing  to  the  debit  of  the  share- 
, holders. 

Other  Journal  entries  for  transactions  not  posted  from  C.  B.  or  other 

i 

j books  of  original  entry  must  be  made  as  in  ordinary  Journal.  A Journal 
Entry  must  be  made  in  transmitting  partially  paid  stock,  as  explained  in 
Transfer  Book. 

We  also  make  Journal  Entry  for  distribution  of  Net  Profit  as  shown 
by  the  Loss  and  Gain  Account,  debiting  Loss  and  Gain  to  Dividend 
Account  and  to  Rest  Account. 


SAMPLES  OF  JOURNAL  ENTRIES. 
June  I,  Shareholders: 


John  Hallam,  Dr., 

500 

shares,  $50,000. 

J.  R.  Go  wan.  Dr,, 

500 

shares. 

50,000. 

S.  J.  Parker,  Dr., 

300 

shares. 

30,000, 

A.  Waddell,  Dr., 

300 

shares. 

30,000. 

Jas.  Trow,  Dr,, 

400 

shares. 

40,000. 

S.  S.  Fuller,  Dr., 

200 

shares. 

20,000. 

To  Capital  Stock  Account  Cr.,  $220,000. 

Such  an  opening  entry  is  posted  to  the  General  Ledger  in  the  ordinary 
way.  At  the  same  time  the  Stockholder’s  or  Subscriber’s  Account  should 
be  opened  in  the  Stock  Ledger  in  readiness  for  entries  for  transfers  or 
for  calls  when  paid. 


ENTRY  IN  JOURNAL  WHEN  STOCK  IS  TRANSFERRED. 

July  25,  W.  H.  Shaw,  Dr.,  $7,5000. 

To  A.  vVaddell,  $7,5000. 

This  is  posted  to  General  Ledger  in  the  ordinary  way.  Waddell  is 
also  debited  in  the  Stock  Ledger  with  the  amount  transferred  to  close 
his  account,  while  shaw  is  credited  with  the  same  amount. 

Dec.  31. — Suppose  business  to  have  prospered  and  all  accounts  were 


closed  into  Loss  and  Gain  Account  showing  Net  Gain  of  $85,000.  This 
wou’d  be  divided  between  Dividend  and  Rest  Account  thus  : 

Loss  and  Gain,  Dr.,  $85,000.  ] 

To  Rest  Account $15,000  - For  10%  Dividend  declared  at 

n Dividend  No.  1 . . . 70,000)  meeting  of  Directors  to-day. 

This  Rest  Account  represents  Surplus  Capital  which  may  be  built  up 
as  security  to  the  shareholders  or  to  be  used  in  unfavorable  periods  to 
equalize  the  Dividends.  It  is  credited  with  all  sums  carried  into  it  and 
debited  for  all  sums  drawn  from  it. 

STOCK  LEDGER. 

This  Ledger  contains  nothing  but  the  accounts  of  each  shareholder, 
showing  the  number  of  shares  of  Capital  Stock  held  by  each,  and  the 
instalments  that  have  been  paid  upon  them.  These  results  are  shown 
on  the  credit  side  and  no  debits  occur  unless  stock  is  transferred  to  sub- 
sequent holders.  Before  all  calls  have  been  paid  in  the  aggregate  credits 
of  this  Ledger  and  the  amounts  at  the  debit  of  Stockholders  in  General 
Ledger  should  correspond  with  the  credit  of  Capital  Stock  in  General 
Ledger.  After  all  the  calls  have  been  paid,  the  aggregate  credit  of  this 
Ledger  should  agree  with  the  credit  of  Capital  Stock  Account  in  General 
Ledger. 

DIVIDEND  STOCK. 

In  an  unusually  prosperous  business  in  which  it  is  desirous  to  make  it 
appear  that  only  a reasonable  dividend  of  5%  or  6%  is  paid  it  is  quite 
customary  for  the  directors  to  declare  such  Dividend  and  place  a certain 
amount  to  Rest  Account,  of  which  the  public  is  informed,  and  then  to 
distribute  a Dividend  in  Stock,  of  which  the  public  is  not  informed. 
When  this  has  been  done  fora  number  of  years  the  Capital  Stock  will  be 
greatly  increased,  and  while  the  profits  on  the  original  Capital  (if  they 
were  known)  would  be  a very  large  Dividend,  this  profit  on  both  the 
Original  and  Dividend  Stock  would  appear  reasonable.  This  Dividend 
Stock  may  be  defined  as  a portion  of  the  Net  Profits  of  a Corporation 
represented  by  Stock  Certificates  and  issued  to  the  shareholders  instead 
of  a Cash  Dividend,  the  object  being  to  prevent  the  public  from  know- 
ing the  true  results  from  the  business. 

In  a Company  so  fortunate,  having  made  for  example  a profit  of 
$t6,ooo  upon  a Capital  of  $100,000,  or  16%,  the  entry  to  distribute  the 
profits  if  7%  be  allowed  as  Cash  Dividend,  2%  for  Rest  Account,  the 
balance  in  Stock,  would  be  as  follow  : 

Loss  and  Gain,  Dr.,  $16,000. 


To  Dividend $7,000 

II  Rest 2 000 

II  Capital  Stock 7,000 


EXERCISES. 


EXERCISE  NO.  1. 

Jan.  I — R.  Benson,  \V.  Gordon,  E.  Hodgins,  A.  Gibson,  and 
W.  Jeffrey  desire  to  become  incorporated  as  a Joint  Stock  Company 
to  be  known  as  “The  Gordon  Purifier  Company,  Limited.”  Capi- 
tal Stock  $50,000,  in  500  shares  ef  100  each.  State,  in  order,  what 
steps  would  be  taken  to  secure  incorporation. 

Mar.  I — The  Company  has  secured  Letters  Patent  and  the 
subscriptions  to  date  are  as  follows  : Bensen  50  shares,  Gordon  50 
shares,  Hodgins  100,  Gibson  120,  Jeffrey  75,  T.  King  10,  G.  Kay 
15- 

Mar.  2 — The  first  call  of  50  per  cent,  has  been  paid  by  all  sub- 
scribers in  cash. 

Mar.  5 — Benson  transfers  all  of  his  stock  to  J.  Fenton,  re- 
ceiving cash. 

Mar.  8 — T.  King  buys  20  shares  from  W.  Gibson. 

April  I — The  second  call  of  50  per  cent,  has  been  paid  by  all 
in  cash. 

April  10 — G.  Kay  sells  his  stock  to  D.  Wright  for  cash  at  a 
premium  10  per  cent. 

March  8 — W.  Jeffrey  sells  25  shares  of  his  stock  to  J.  Way. 

Give  Journal  Entries  for  the  above  transactions,  and  show  the 
Stock  Ledger  and  General  Ledger  properly  posted. 

At  the  end  of  the  first  year  the  gain  is  shown  to  be  $5347. 
The  directors  declare  a Dividend  of  10  per  cent,  on  the  Paid-Up 
Capital  and  pass  the  balance  to  Reserve  Account.  The  Dividend 
is  paid  in  cash.  Give  the  Journal  Entries  and  Posting. 

EXERCISE  NO.  2. 

T.  E.  Gibson  controls  a valuable  patent.  Being  without  the 
money  necessary  to  utilize  the  patent  he  interests  four  capitalists, 
J.  Crown,  R.  Bond,  C.  Robb  and  H.  Wa't.  They  secure  incor- 
poration as  “The  Gibson  Mff'g  Co.,  Limited,”  with  a capital  of 
$200,000.  The  Company  pays  Gibson  for  his  Patent  Right,  $75,000 
in  Paid-Up  Stock.  The  other  four  members  subscribe  for  $20,000 
worth  of  Stock  each  on  the  understanding  that  they  are  to  get  the 
stock  fully  paid  up  for  75  per  cent,  of  its  face  value,  which  amount 
they  pay  in  cash.  The  balance  of  the  Stock  they  place  upon  the 
market  and  sell  it  at  a premium  of  50  per  cent.  The  premium  is 
applied  to  wiping  out  the  organization  account. 

Give  the  Journal  Entries  for  the  Company’s  Books. 
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GENERAL  QUESTIONS. 

1.  What  is  a Joint  Stock  Company? 

2.  What  is  a Charter  and  how  obtained? 

3.  State  clearly  how  to  organize  a Joint  Stock  Company. 

4.  What  is  meant  by  Capital  Stock  ? 

5.  Distinguish  Paid-up  Capital  and  Authorized  Capital. 

6.  Name  chief  forms  and  books  used  in  recording  the  business  of  a ' 
Joint  Stock  Company. 

7.  Describe  Prospectus  fully. 

8.  What  is  a Stock  List  ? Make  out  one  for  subscriptions  for  Capital 
Stock  of  the  Stratford  Flax  Mill  and  Binder  Twine  Company. 

9.  What  provisions  should  the  By-laws  of  the  Company  contain? 

10.  Show  the  importance  of  a Minute  Book. 

11.  State  use  of  Instalment  List.  Rule  up  suitable  form  for  same. 

12.  When  is  Instalment  Script  used'?  What  entries  are  made  when  ] 

one  is  issued  ? 1 

13.  What  does  a Stock  Certificate  represent?  When  is  it  issued? 
Write  out  a certificate  for  60  shares  in  the  Hart  Manufacturing  Co.,  favor 
of  yourself. 

14.  Describe  Transfer  Book.  Explain  entries  to  be  made  when  (i) 
Stock  is  partially  paid  up.  (2)  When  Stock  transferred  is  fully  paid  up.  ' 

15.  What  is  the  opening  entry  in  Journal  in  Joint  Stock  Books? 
What  other  entries  does  it  contain? 

16.  Describe  General  Ledger.  When  is  Capital  Stock  Account  in  it 
only  affected  ? 

17.  For  what  purpose  is  Stock  Ledger  used?  What  do  aggregate 
credits  of  Stock  Ledger  show  ? 

18.  Describe  a Dividend  Sheet.  When  used?  Rule  up  form  for 
same. 

19.  Explain  entry  made  in  Cash  Book  from  Dividend  Sheet. 

20.  Describe  Dividend  Stock.  When  is  it  usually  issued  ? Why  ? 

21.  What  is  understood  by  Preferred  Stock?  When  is  it  generally 
issued  ? 

Sample  pages  from  our  lesson  in  “ Joint  Stock  Company  Book- 
keeping.” 
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THE  JOURNAL. 


The  opening  entry  “ Subscribers  to  Capital  Stock  ” is  the  first  entry  of 
any  kind  made  in  Joint  Stock  Books.  By  it  we  debit  the  original  sub- 
iscribers  with  the  amount  of  their  subrcriptions,  and  place  at  the  credit 
ilof  Capital  Stock  Account  the  total  of  these,  which  is  the  Nominal 
{Capital  of  the  Company  until  the  calls  are  all  paid,  when  it  becomes  the 

I real  capital.  To  find  the  real  capital  of  the  Company  at  any  time  before 
the  calls  are  paid,  we  deduct  from  the  amount  at  the  credit  of  the  Capital 
Stock  the  several  sums  or  balances  standing  to  the  debit  of  the  share- 
holders. 

Other  Journal  entries  for  transactions  not  posted  from  C.  B.  or  other 
books  of  original  entry  must  be  made  as  in  ordinary  Journal.  A Journal 
Entry  must  be  made  in  transmitting  partially  paid  stock,  as  explained  in 
Transfer  Book. 

We  also  make  Journal  Entry  for  distribution  of  Net  Profit  as  shown 
by  the  Loss  and  Gain  Account,  debiting  Loss  and  Gain  to  Dividend 
Account  and  to  Rest  Account. 


SAMPLES  OF  JOURNAL  ENTRIES. 
June  I,  Shareholders  : 


John  Hallam,  Dr., 

500  shares. 

$50,000. 

J.  R.  Gowan,  Dr., 

500  shares, 

50,000. 

S.  J.  Parker,  Dr., 

300  shares. 

30,000. 

A.  Waddell,  Dr., 

300  shares. 

30,000. 

Jas.  Trow,  Dr., 

400  shares. 

40,000. 

S.  S.  Fuller,  Dr., 

200  shares. 

20,000. 

' To  Capital  Stock  Account  Cr.,  $220,000. 

I Such  an  opening  entry  is  posted  to  the  General  Ledger  in  the  ordinary 
(way.  At  the  same  time  the  Stockholder’s  or  Subscriber’s  Account  should 
be  opened  in  the  Stock  Ledger  in  readiness  for  entries  for  transfers  or 
for  calls  when  paid. 


j ENTRY  IN  JOURNAL  WHEN  STOCK  IS  TRANSFERRED. 

July  25,  W.  H.  Shaw,  Dr.,  $7,5000. 

. To  A.  Waddell,  $7,5000. 

j This  is  posted  to  General  Ledger  in  the  ordinary  way.  Waddell  is 
|also  debited  in  the  Stock  Ledger  with  the  amount  transferred  to  close 
Ihis  account,  while  shaw  is  credited  with  the  same  amount, 
i Dec.  31. — Suppose  business  to  have  prospered  and  all  accounts  were 
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closed  into  Loss  and  Gain  Account  showing  Net  Gain  of  $85,000.  This 
would  be  divided  betw^een  Dividend  and  Rest  Account  thus  : 

Loss  and  Gain,  Dr.,  $85,000.  i 

To  Rest  Account $15,000  - For  10%  Dividend  declared  at 

M Dividend  No.  1 . . . 70,000]  meeting  of  Directors  to-day. 

This  Rest  Account  represents  Surplus  Capital  which  may  be  built  up 
as  security  to  the  shareholders  or  to  be  used  in  unfavorable  periods  to 
equalize  the  Dividends.  It  is  credited  with  all  sums  carried  into  it  and 
debited  for  all  sums  drawm  from  it. 

STOCK  LEDGER. 

This  Ledger  contains  nothing  but  the  accounts  of  each  shareholder, 
showing  the  number  of  shares  of  Capiial  Stock  held  by  each,  and  the 
instalments  that  have  been  paid  upon  them.  These  results  are  shown 
on  the  credit  side  and  no  debits  occur  unless  stock  is  transferred  to  sub- 
sequent holders.  Before  all  calls  have  been  paid  in  the  aggregate  credits 
of  this  Ledger  and  the  amounts  at  the  debit  of  Stockholders  in  General 
Ledger  should  correspond  with  the  credit  of  Capital  Stock  in  General 
Ledger.  After  all  the  calls  have  been  paid,  the  aggregate  credit  of  this 
I^edger  should  agree  with  the  credit  of  Capital  Stock  Account  in  General 
Ledger. 

DIVIDEND  STOCK. 

In  an  unusually  prosperous  business  in  which  it  is  desirous  to  make  it  ^ 
appear  that  only  a reasonable  dividend  of  5%  or  6%  is  paid  it  is  quite 
customary  for  the  directors  to  declare  such  Dividend  and  place  a certain 
amount  to  Rest  Account,  of  which  the  public  is  informed,  and  then  to 
distribute  a Dividend  in  Stock,  of  which  the  public  is  not  informed. 
When  this  has  been  done  fora  number  of  years  the  Capital  Stock  will  be 
greatly  increased,  and  while  the  profits  on  the  original  Capital  (if  they 
were  known)  would  be  a very  large  Dividend,  this  profit  on  both  the 
Original  and  Dividend  Stock  would  appear  reasonable.  This  Dividend  ■ 
Stock  may  be  defined  as  a portion  of  the  Net  Profits  of  a Corporation  I 
represented  by  Stock  Certificates  and  issued  to  the  shareholders  instead  f 
of  a Cash  Dividend,  the  object  being  to  prevent  the  public  from  know- 
ing the  true  results  from  the  business. 

In  a Company  so  fortunate,  having  made  for  example  a profit  of 
$16,000  upon  a Capital  of  $100,000,  or  16%,  the  entry  to  distribute  the 
profits  if  7%  be  allowed  as  Cash 'Dividend,  2%  for  Rest  Account,  the 
balance  in  Stock,  would  be  as  follow  : 

Loss  and  Gain, Dr.,  $16,000. 


To  Dividend. .$7,000 

II  Rest 2.000 

II  Capital  Stock 7,000 
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dividend  is  to  be  allowed  on  preferred  stock  whether  there  is  any  balance  or  not  to  apply  on  the  other  stock.  Of  course  buyers  of  per- 
ferred  stock  have  a better  chance  of  sepuring  profits,  but  they  must  undertake  the  risk  of  there  being  no  profits  to  divide. 


GENERAL  QUESTIONS. 

1.  What  is  a Joint  Stock  Company? 

2.  What  is  a Charter  and  how  obtained  ? 

3.  State  clearly  how  to  organize  a Joint  Stock  Company. 

4.  What  is  meant  by  Capital  Stock  ? 

5.  Distinguish  Paid-up  Capital  and  Authorized  Capital. 

6.  Name  chief  forms  and  books  used  in  recording  the  business  of  a 
Joint  Stock  Company. 

7.  Describe  Prospectus  fully. 

8.  What  is  a Stock  List  ? Make  out  one  for  subscriptions  for  Capital 
Stock  of  the  Stratford  Flax  Mill  and  Binder  Twine  Company. 

9.  What  provisions  should  the  By-laws  of  the  Company  contain  ? 

10.  Show  the  importance  of  a Minute  Book. 

11.  State  use  of  Instalment  List.  Rule  up  suitable  form  for  same. 

12.  When  is  Instalment  Script  used^  What  entries  are  made  when 
one  is  issued  ? 

13.  What  does  a Stock  Certificate  represent?  When  is  it  issued? 
Write  out  a certificate  for  60  shares  in  the  Hart  Manufacturing  Co.,  favor 
of  yourself. 

14.  Describe  Transfer  Book.  Explain  entries  to  be  made  when  (i) 
Stock  is  partially  paid  up.  (2)  When  Stock  transferred  is  fully  paid  up. 

15.  What  is  the  opening  entry  in  Journal  in  Joint  Stock  Books? 
What  other  entries  does  it  contain  ? 

16.  Describe  General  Ledger.  When  is  Capital  Stock  Account  in  it 
only  affected  ? 

17.  For  what  purpose  is  Stock  Ledger  used?  What  do  aggregate 
credits  of  Stock  Ledger  show  ? 

18.  Describe  a Dividend  Sheet.  When  used?  Rule  up  form  for 
same. 

19.  Explain  entry  made  in  Cash  Book  from  Dividend  Sheet. 

20.  Describe  Dividend  Stock.  When  is  it  usually  issued  ? Why  ? 

21.  What  is  understood  by  Preferred  Stock?  When  is  it  generally 
issued  ? 
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